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PART 1 - GENERAL INFORMATION

BB-100 Scope.

This appendixestablishes policy, assigns responsibilitizsd prescribes implementing procedures for soliciting and
evaluating offerors’ proposals for major acquisitions conductediibyForce contracting activities. This appendix
implements Federal Acquisition Regulation (FAR) Subpart 15.6, Source Selection, and fulfills the responsibilities of the A
Force agency head for source selection contained in FAR 15.604 (a) and FAR 15.612 (b).

BB-101 Applicability.

This appendix is intended to beed in operational, logistics, environmengaidlaboratory environments, as well as for
lower dollar systems acquisitionsyhich are competitive negotiated procuremerislow the thresholds AFFARS
Appendix AA (see AA-101) or procurements in which soeirce selection authority decidbatuse of AFFARS Appendix
BB would be more appropriate than AFFARBpendix AA. This appendigescribes procedures for a less complex source
selection. If theSSA determinethat a Sourceéelection Advisory Council (SSAGNd a Sourc&election Evaluation
Board (SSEBpare appropriate, therocedures applicable to tis<SACand SSEBare addressed BiFFARS Appendix AA.
EachMAJCOM, FOA,andDRU having contracting authority is encouraged to estalsitific procedureisnplementing
this appendix (e.g., establishitmgver dollar thresholds) in order tailor theprocess for itown individual requirements
and organization. Thpoliciesand procedures irthis appendix need not be applied to acquisitifmmsbasic research,
acquisitions under $5 million, acquisitions for which the Lowest Cost (Price)-Technically Acceptable technique described
5315.605-90 is used, or any other acquisition for witietHead ofthe Contractindictivity (HCA) determines use dhis
appendix to be inappropriate. Those acquisitions willR&se Subpart 15.6 procedures. Tase of these procedures for
architect-engineer services is prohibited.

BB-102 Objective of the source selection process.

The objective ofthe source selection process is to sethetsource whose proposiahs the highestegree of credibility
andwhose performancean beexpected to best metite Government’s requirements at affordable cos{price). The
process must provide ampartial, equitableand comprehensive evaluation of the competitors’ propoaat$related
capabilities. Therocess should be accomplished witinimum complexityand maximunefficiency and effectiveness.
This process contemplates the use of resources proportidhalléss complexature of the applicable acquisitionBrice
analysis techniques should generally be adequate for these requirements; if adequate price competition is anticipa
certified costand pricing data shall not be required, although datficient to accomplish cosealism analysisnay be
requested. There must be a sufficient number of discriminators to be able to adequatelytheaprafmsals. Generally,
not as many criteria ameeded as in major source selections; howeker,ndividual requirement should be considered
when establishing criteria. Thsource selection should be structured to balance technical, finaanoiebconomic or
business considerations consistent with the requirement and business and legal constraints.

BB-103 Definitions.

“Acquisition Plan (AP)” means aomprehensivglan for fulfilling agency needs in a timelmanner and at eeasonable
cost (price). The acquisition plan contains the overall strategy for managing the acquisition. (See FAR Part 7.)

“Acquisition Strategy Panel (ASP)” means a group of functional experts who serve in an advisory capacity by reviewing al
recommending acquisition strategies for a specific product or service.

“Advisors” means Government or non-Government personnel, designatad I8SAwho provide advicéo the SSA or
Source Selection Evaluation Team (SSET).
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“AssessmenCriteria” means evaluation criteria which arsed by evaluators in performirige technical evaluation by
relating certain aspects of an offeror’s proposal to specific evaluation criteria.

“Best and FinalOffer (BAFO)” means a final proposal submissionadlyofferors inthe competitiverangesubmitted at a
common cut-off date at the request of the contracting officer after conclusion of discussions. (See FAR 15.611.)

“Best Value” means the most advantageafter, priceand othefactors considered, providindpe bestmix of utility,
technical quality, business aspecisks,and price for a given application.

“Clarification” means datagenerally of an administrative natuggpvided to resolve inadequate proposal content or con-
tradictory statements in the proposal.

“Contract Team” means a group of Government personnel within the Source Selection Evaluation Tearnwl8SEe)
responsible for evaluating cost (price) proposals and negotiating the contract(s).

“Deficiency” means, fothe purpose asource selection actions, apart of anofferor’'s proposal which, when compared to
a pertinent standard, fails to meet the Government’s minimum level of compliance.

“Essential Characteristics or Baseline Requirements” means qualitative/quantitative determithatiorstablish the
minimum level of acceptability for each requirement effort in the statement afbjectives,statement of work, or
performance work statement.

“Evaluation Criteria” means the badigr measuring eacbfferor's ability, as expressed its proposal, to meet the
Government’s needs as stated in the solicitation.

“Evaluation Standards” means establishing a uniform baseline against whichoféaxc’s solution is compared to
determine its value to the Governmenthey establisithe level an offeror's proposal must meet in arga,factor,
subfactor, or element to be judged acceptable (“green’Stadardmay bequantitative, qualitative, csome combination
of both.

“General Consideration” means an element of evaluation insthece selectiorthat typically relates to proposed
contractual terms and conditions, results of preaward surveystlagrdsurveys or reviews.

“Minimum Mandatory Requirement” means the absolute lowest threshold acceptable in performance and capability.

“Oral Presentation” means essentialye-waycommunication from thefferors tothe AirForce, with written proposals
still required.

“Oral Proposal” means allowinggvo-way communication betweethe Governmenand theofferor. This may constitute
discussions and take the place of a written proposal.

“Performance Risk” means the assessment afff@nor’'s presenand pastvork record to assess confidencelha offeror’s
ability to successfully perform as proposed.

“Performance Risk Assessment Group (PRAG)” means a group of experienced Government pdrabnmzy be
appointed by the SSAC chairperson to assess performance risk.

“Proposal Analysis Report (PAR)” meatise report prepared by tiseurce selection evaluation teaharing thesource
selectionthat fully documentghe results of the technical evaluation, risk assessmasttanalysisand contract/business
issues resolutions.

“Proposal Risks” meanthe risks that arglentified with an offeror’'s proposed approach as it relates to accomplishing the
requirements of the solicitation.

“Single Acquisition Management PIgSAMP)” means a concise, comprehensive program document séirghs two
functions: (1) it is the management plan program mandgko® to successfully executbe acquisition of a requirement;
(2) it is the supporting documentation which enables a program decision authority to reach a milestone decision.

“Solicitation Review Process” meanthe review ofthe DraftRequests for Proposals (DRFP) (if useby Requests for
Proposals (RFPsand othedocumentation for selected acquisitions by a group of highly qualified individuals to ascertain,
among other thingghat excessive ononessential requirements are eliminatadt thesolicitation clearly describeshat

the Government plans to buy, and that business management considerations are properly incorporated.
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“Source Selection Authority” (SSA)neans theofficial designated to diredhe source selection proceasid make the
source selection decision.

“Source Selection Evaluation Guideieans an optional document tailored to specific source selectidghatdescribes in
detail the procedurefor howthe source selection will beun. It identifies specific responsibilities, duties, schedules,
processes, administrative detadsd othedetails for team members to ensafeactions areccomplished in a timely and
appropriate manner. It is extremelgeful wherthe source selection team membars not familiar with the formaource
selection process. (See Attachment BB-5.)

“Source Selection Evaluation Team (SSEimMéans a group of Government personnel representing the various functional
and technical disciplines relative to the acquisition that evaluates proposals and reports its findings to the SSA.

“Source Selection Plan (SSP)” means a plan, approved by thel&8describes in detallowthe SSET is organized, how
the proposals will be evaluated and analyzed, and how the source(s) will be selected.

“Specific Criteria” means aubset of evaluatiooriteria that relate t@pecific program characteristicsSpecific criteria
typically are divided into technical and/or management areas. These areds/ided into factors, whiclare further
divided into subfactors and elements, as necessary, depending on the complexity of the factor being evaluated.

“Strength” means a significant, outstanding, or exceptional aspect offemor's proposathat exceedshe evaluation
standard and provides a useful capability that will be included in the specification, or stateoigettafes ostatement of
work, or is inherent in the offeror’s process.

“Weakness” means an aspect of or omission fronoféaror's proposathat contributes to a deficiency imeeting an
evaluation standard or is otherwise a shortcoming of the proposal that has the potential to degrade contract performance

BB-104 Policies.
The following policies apply:

(a) Itis Air Force policy to provide for fulkndopen competition, or when fullndopen competition is notggsible (see
FAR Part 6), to obtain competition to the maximum extent practicable.

(b) The SSA shall be presented withufficient in-depth information on each tifie competingfferors and their
proposals to permit a reasoned, rational selection decision.

(c) The SSET should include personpeksessing broad experience in specific fields, such as appropriate technical or
functional specialties related to the statement of work, finance, logistics,alav, contracting.Only fully qualified
personnel possessitige professional skillandknowledge required for aobjectiveevaluationandassessment of offerors’
proposals should be selected to participate on the SSET.

(d) The senior person mokhowledgeable abouhe requirement from thaffice responsible fothe requirement is
usually designated the SSET chairperson.

(e) Early industry involvement, includindpe use of draft RFPs, is recommendedobtain industry comments. The
contractingofficer may request industry feedback fuch matters as contragpe, performance, schedulgontract Data
Requirements Lists (CDRLS), specifications, statement of work, and other requirements that impact cost or restrict techni
solutions. Equahccess forll potentialofferors must beaffordedand acut-off date will be established for receipt of
comments to permit Government evaluatiemd incorporation of accepted changes itbh@ formal solicitation. The
personnel responsible ftine requirement shall evaluate recommendations, make appropriate changes in conjunction wif
the contracting officer, and provide industry feedback on disposition of the recommendations.

(H The ratingsystem used iBvaluatingand analyzingroposals shall béescribed inthe SSP. The ratingsystemshall
be structured to evaluate whether the offeror’s proposal meets the evaluation criteria in Section RFBf tewell as the
strengthsweaknessesand risksassociated with each proposalhe ratingsystem must, at einimum, include written
narrativesat the factorevel and subfactor leveland descriptive color coding ahe factordevel. (See BB-304.) The
objective ofthe ratingsystem is to display an assessmerallofmportantaspects ofhe offeror's proposal as they relate to
Section M criteria. Since numericadting systems daot allow consideration @fll possible variables associated with a
source selection, they shouldt be used. Thebjective ofthe evaluation is tprovide a true assessmentioé value of the
proposed effort tthe Government. If a strength is noted during technical evaluation, the Government must be ensured
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receiving the benefits associated with the strength under the contract. If the Government is notrgoaigeta benefit, it
is not a strength.

(g) Evaluation criteria includeost (price) criterion,specific criteria, andassessment criteria. These criteria should
include thosethings considered important to the custonmaboutthe specific requirement, such as quality of service,
environmental considerations, manpower, personnel, policies, procednsmanagement. Genecahsiderations,
combined with use of thevaluation criteria, provide an integrated assessitientforms the basidor award. General
considerations shall be ranked to describe if the considerations are (1) of equal importance or (2) if one or nmoeeare of
importancethanany other. Section M of the solicitatishall clearly state hovgeneral considerations will be integrated
into the evaluation of offerors’ proposals. Minimum requirements shall be included in the solicitation and evaluated.

(h) When baseline requirements awsed and arofferor doesnot meet the essential characteristics or baseline
requirements, the Governmemiay still consider theoffer; however, it will berated as less technically acceptatiian
offers that meet the essential characteristics or baseline requirements.

(i) Performance risk is a major aspect in soeirce selection decision. Whignre integrated assessmentbifaspects of
the evaluation is accomplished, it is Air Force policy that the assessment of past performance (1/3) is of equal importance to
either factor assessment (1/3) or proposal risk (1/®)is emphasis on past performance as a discriminatsource
selection demonstrates tiAér Force’s commitment to award only to contractors who will céinrpugh with whathey
promise intheir proposals. It is believeithat thiswill lead to improved contractor performance throughout&hieForce,
prevent awards to habitually poor performemsdreduce the incidence afssociated schedule slipadincreased costs.
Past performance shall not beed as a general considerationsHall be treated as a general assess(sepAttachment
BB-3).

() Except where award without discussions is planned in accordancEARN5.610, it is AirForce policy to conduct
written or oral discussions withll offerors inthe competitiverange. Theseliscussions should lead to submission of
BAFOs which will culminate in signed contractual documents representing the firm commitment of each such offeror.

(k) The use of auctioning techniques, suchiraficating to anofferor a price whichmust be met to obtain further
consideration, or informing awfferor that itsprice is notlow in relation to that of anothexfferor, are strictly prohibited.
This prohibitiondoesnot preclude discussing price arst elementshat are notlear or appear to be unreasonable or
unjustified. Discussions may encourage offerorpub forwardtheir most favorable price proposal$lowever,the price
elements of any othafferor must not be discussed, disclosed, or compared. Technical leastintechnicalransfusion
through discussions with offerors are also strictly prohibited.

(D The request foBAFO must not be used as either an auctioning techniquepoessure offerors to lower pricesll
changes in price at BAFO must be substantiated by offerors. The common cut-off date for conclusion of diandstiens
request for BAFO must be scheduled to ensure that all competitors have an equal opportunity for discussion.

(m) The cognizanDefenseContract AuditAgency (DCAA) and DefenseContract Management Command (DCMC)
personnel should be invited to take part, as appropriate, in reviewing the solicitation and assisting in contract negotiation.

(n) The techniques in this appendix shall noubed when award will be made ttee Lowest Cos{(Price)-Technically
Acceptable offeror because that acquisition method does not include an integrated assessment (see 5315.605-90).

BB-105 Source Selection Authority (SSA).

The SSA will bethe HCA, commander of FOAs/DRUthe PEO, or DAC witlpower of delegation to lower levels on a
case-by-case basis or blanket basit©ie delegation must be in writing. Blanket delegatimay be done by command
guidance. SSAs should be of sufficient grade and hold positions which enable them to be familiarolyjdctiies of the
work being contracted.

BB-106 Organization.

When using these procedures, a separate source selection orgamizdtioranagement chain edmmand (SSA and
SSET) shall be established for each source selection. Personnel assigned to source selections will not reveal source selection
information to personnel outside tife source selection itheir normal chain of command. The organization must be
structured to ensure continuignd toprovide for active, ongoing involvement of appropriatmntracting, technical,
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logistics, legal, costand othefunctional staffmanagement expertiseSeeAttachment BB-1 for adiagram of atypical
source selection organizatiohe source selection organization must be consistenttivéhorganizatiorescribed in the
SSP. The SSET is comprised of a technical temd acontract team. Each teamay contain afew asone person in
AFFARS Appendix BB source selections.

BB-107 Responsibilities and duties.

A successful source selection requires teamwork. Members of the SSET from all disciplines must work together to ens
that theSSA is presented an accurate, integrated assessment offeashs proposal in accordance with Section M of the
RFP. Each member shall be given access to the full range of evaluation tools available, ittebatinge of personnel in
other disciplineswho serve as source selection advisofbe list ofkey responsibilitiesand duties below is not in
chronological order. Theequencecan vary widely depending upon the circumstances surrounding a gbeemce
selection.

(&) TheSSA is responsible fahe propeand efficient conduct ofthe entiresource selection process encorspas
proposal solicitation, evaluation, selection, and contract award. The SSA has, subjectrtddpplicable regulations, full
responsibility and authority to select source(s) for award and approve the award of the contract(s). The SSA shall:

(1) Review and approve the SSP;
(2) Approve members and advisors selected by the SSET chairperson;
(3) Provide the SSET with guidance and instructions for conduittehngource selection, as necessary;

(4) Caution allinvolved inthe source selection dhe consequences afnauthorized disclosure of source selection
information;

(5) Approve the contracting officer's competitive range determination. This appnayabe delegated the SSET
chairperson, without further delegatiaxceptthat authority to exclude any offeror frothe competitiverange at any
time during the source selection process is not delegable;

(6) Make selection decisiorand document the supporting rationale in theu®e Selection Decision Document;
and

(7) Coordinate on any contracting officer decision to request more than one BAFO (see 5315.611).

(b) The SSET chairperson shall:
(1) Ensure that personnel resources and time assigned to source selection reflect the complexity of the requiremer
(2) Appoint members and advisors to the SSET, subject to approval of the SSA;

(3) Ensure that all persons receiving source selection informatégoimstructed toomplywith applicable standards
of conduct (see BB-403);

(4) Designate the chairperson of each SSET Technical Evaluation deéapprovethe structure of the SSET
Technical Evaluation Teams;

(5) Reviewandapprovethe evaluation standardsid rankorder of criteriadeveloped byhe personnelesponsible
for the requirement;

(6) Review and recommend approval of the SSP to the SSA;
(7)  Serve as a member of the solicitation review process;

(8) Ensure that theSSET and advisors arebriefed ontheir responsibilities before any proposal is reviewed,
including details on how the evaluation will be conducted;

(9) Convene the SSET to analyze offers and develop the PAR for submission to the SSA;

(10) Review the @ntracting officer's competitive range determination and provide comments to the SSA;
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(11) Reviewandapprove issuance of deficiency reports (D&®)clarification requests (CRs) (see BB-326d BB-
307).

(12) Review the assessment of performance risk;
(13) Provide briefings and consultation at the request of the SSA;
(14) Offer a recommendation for contract award for the SSA’s consideration, but only when requested by the SSA;

(15) Cause the preparation of a Source Selection Decision Doctionettie SSA’'s signature, unless otherwise
directed by the SSA,;

(16) Ensure that all source selection team members extaeugource Selection Information Briefing Certificédee
Attachment BB-10);

(17) When award is made without discussions, review any deficiencies of the other offerors with the SSA; and
(18) Approve the technical content of the formal contractor debriefing.
(c¢) The SSET shall:

(1) Include a contract team as an integrailt of theSSEB. The contractingfficer normally will be appointed the
head of the contract team;

(2) Conduct an in-deptreviewandevaluation of each proposal, any proposal revisiandany BAFOagainst the
solicitation requirements, the approved evaluation critena, theevaluation standards, generati@Rs/DRs in the
process;

(3) Provide briefings and consultations concerning the evaluation as required by the SSA or SSET chairperson;
(4) Prepare and submit the Proposal Analysis Report to the SSET chairperson for review; and
(5) Notrecommend an awardee to the SSA, unless specifiegligsted by the SSA.

(d) The personnel responsible for the requirement shall:

(1) Developthe acquisitiorstrategy in conjunction witkhe contractingfficer, initiate ASP proceedings, prepare
the AP/SAMP when required in FAR 7.103, and prepare the SSP;

(2) Propose the evaluation criteria for SSA approval as part of the SSP;

(3) Proposehe relative importance of the evaluation criteria in38#and, inconjunction with the contracting
officer, develop the specific language to be included in Section M of the solicitation;

(4) Propose evaluation (if desired or required by regulatistem)dards that relate to tlewaluation criteria in
Section M of the RFP;

(5) Develop screening criteria for establishing a source list and include the screening criteria in the SSP;
(6) Propose the SSP for approval by the SSA after it is coordinated with appropriate senior source selection advisors;

(7) Prepareand furnish to th&SET an independent Government assessment of potential proposdiefisies
receipt of proposals; and

(8) Prepare the statement of work or performance work statement aMith supporting attachments and
documentation.

(e) The contracting officer shall:
(1) Chair the contract team and be responsible for all business aspects of the acquisition;
(2) Prepare any required requests for delegation;
(3) Initiate and schedule the ASP (if used);
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(4) Prepare th&FP, obtain approval ahe RFP,the acquisition plamnd Sourcé&electionPlan, and themelease
the RFP;

(5) Notify SAF/AQCS that the source selection is in process;
(6) Ensure that training in source selection matters is provided to source selection team members;

(7)  Ensure that alhon-Governmental advisors acevered by arorganizational conflict of interest (OCtjause
covering non-disclosure of contractor datdhair respective contracts (see FARbpart 9.5). If theespective contracts
do not contain thislause, the non-Governmental advisors shall not be permitted to participatesgutbe selection or
have access to any source selection data, whatsoever;

(8) Serve as the sole point of contact between offerors and the Government during the source selection process;
(9) Issue any required RFP amendments;

(10) Receive proposals from offerors;

(11) Request preaward surveys and audits, as appropriate;

(12) Release letters to contractors vaneoutsidethe competitiverangeconcurrently with the release 6Rs/DRs to
contractors within the competitive range;

(13) Receivaresponses to CRs/DRs;

(14) Chair any discussions with contract@sd ensurethat the teammembership remains consistefar all
discussions with offerors;

(15) Request, receive, and evaluate any revisions to proposals and BAFOs;
(16) Prepare the contract(s);

(17) Ensureall requiredbusiness clearancaese obtainedbeforeawarding without discussions or requestB@FOSs.
Contract clearance (if required) shall be obtained before announcement of the selection decision;

(18) Send DD-LA-(AR) 1279 report to SAF/LLP to announce contract award (see 5305.303-90);
(19) Send out-size challenge letters if small business set-aside;

(20) Award the contract to theuccessful offeror, distributée contract, issue notice of contract award] notify
unsuccessful offerors;

(21) Conduct a postaward conference with awardee; and
(22) Promptly conduct a frank and open debriefing with any of the offerors at their request (see FAR Subpart 15.10)
() Headquarters MAJCOM, FOA, or DRU Chieff Contracting or Deputghall:

(1) Serve as primary advisor to the installatioractivity commander on source selectpmiicy and participate as a
member of ASPs and as SSEB advisor on source selections;

(2)  Assign appropriate contracting personnel to participadequisition strategy panels;
(3) Ensure that a solicitation review process is initiated, as appropriate; and

(4) Maintain aschedule okey source selection events. Times, datag] locations for these meetings should be
planned andscheduled as far in advance as possible, giving due consideration to potential canfligistential
consolidations with other significant source selection events. As a minimum, the key events shall include:

(i) The solicitation release authorization;
(i) The presentation or briefing of the initial evaluation results including competitive range determinations; and
(iif) The presentation or briefing of the final evaluation results.

BB-108 Advisors.
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(&) Governmentind non-Government experts may be called upon to provide advisory assistance to the SSA or SSET.
However,non-Government advisors magpt be used if a sufficient number of Government persdmnghg the training
andcapabilities necessary to perfothe evaluation or analysis are readily available. Ernhatethis determination is in
accordance with anifAR implementingpolicy letters or supplements. Advisors malyjectively review groposal in a
particular functional areand provide commentand recommendations to the Government's decision-maké&tey may
not determine strengthend weaknesses, establighitial or final assessments of risks, or actually rateasrk offerors’
proposils.

(b) Thefollowing additional restrictionsre placed on non-Government advisors. Non-Government advisors shall not
be:

(1) Provided offeror proprietary, confidential, or privileged commercial or financial data unless prior written consent
is obtained from the offeror;

(2) Allowed toparticipate in oral presentations, oral proposals, or discussions unl€dSAher SSET chairperson
formally requests a deviation to this policy from the senior contracting official; and,

(3) Allowed to participate in Government decision-making meetings, such as SSA briefings, thel&SA or
SSET chairperson requesistthey be preserduring a particular portion of the meeting whey may be called upon
to provide technical expertise.

() When non-Government advisors are used, the solicitation must include a provision aoffésing that non-
Government contractor employees will have access to proposals (see FAR 15.413-2 (f)). A provision may be included in the
solicitation identifying the non-Government advisors and their employees and advising that any objection to disclosure:

(1) Should be provided in writing prior to the date set for receipt of proposals; and
(2) Shall include a detailed statement of the basis for the objection.
(d) An organizational conflict of interest (OCI) clause covering non-disclosure of contractwhdéthe included in
contracts where the contractor is to participate as a non-Government advisor to a source selection (see FAR Subpart 9.5).
BB-109 Conflicts of interest.

All persons involved irthe source selection process, includimgn-Air Force personnel, will be instructed to inform the
SSA if their participation insource selection activitimight result in a real, apparemqossible, or potential conflict of
interest. When so advised, tBSA will disqualify any person whogarticipation in thesource selection process could
raise questions regarding real, apparent, possible, or potential conflict of interest.

BB-110 Solicitation and contract documents.
Personnel responsible fire requirementvill provide, upon requestnd in atimely manner copies ofthe solicitation or
other source selection documents to SAF/AQC.

BB-111 Plant visits.
If plant visits are contemplated, follow the procedures in AFFARS Appendix AA-111.

BB-112 Interface with contractors.

All personnel must be cautionéaatonly the contractingfficer may commithe U.S. Government. Personimlolved
in the source selection must avoid any situation or contact with any comméféngr that is notessential or would raise
questions of impropriety. Thabjectivity ofthe source selection process mayim@aired by contacteetween Government
personnel and prime/subcontractors involved in the competition during the period between the release of the solicitation and
announcement of theource selection decision. Contacts with prospective contrasgesding thespecific source
selection must be avoided, except for personnel dirqulhticipating in source selection discussions aoontract
negotiations.

BB-113 Foreign Military Sales (FMS).
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For procurements involving Foreign Military Sales, see the guidadeFsRS Appendix AA-113.

BB-114 Deviations.

Deviations tothis appendixmay begrantedonly by SAF/AQC when use dhis appendix is required Requests for
deviations must be submitted in writing throulBAF/AQCP. When use othis appendix is discretionary, tI8SA may
approve deviations.

BB-115 Regulatory references.

A list of key regulatory referencepertaining to formalsource selection is provided in AFFARSppendix AA,
Attachment AA-2.

PART 2 - PRE-EVALUATION ACTIVITIES

BB-201 Introduction.

This part explains the major steps in the source selection process that occur before receipt of initial proposals.

BB-202 Acquisition strategy.
Comply with 5307.104-91 regarding the use of Acquisition Strategy Panels (ASPs).

BB-203 Basis of award, evaluation criteria, and general considerations.

(&) The basis for source selection amehrd of a contract must be limited to criteaied considerationshat arestated in
the solicitation. Therefore, it is mandatdhat theRFP clearlystate all characteristics of the requiremtret will be
considered by thAir Force inmaking thesource selectionAir Force source selection awa® based on an integrated
assessment of each offeror’s cost (pra@grion, specificcriteria, assessment criteria, proposal risk, performance risk, and
general considerations. These criteria are stated in a structured manner in Section RF&f. thhis section serves as the
“rules of engagement” for the source selection.

(b) Evaluation criteria should be tailored to the characteristics of a requiramestiould include only those significant
aspects expected to have an impachenultimate selection decision. There must Befficient number of discriminators
to effectivelyevaluate thefferor's proposal.The number of criteria is driven by the requirement. Care should be taken to
ensurethat arbitrarydecisionsare not made as twow manycriteria should be establishédr a procurement of a given
estimated value or given technical application. Evaluation criteria consist oftypese (1) cost (pricegriterion, (2)
specificcriteria. and(3) assessment criteria. The technamad contract team members should work togethedeteelop a
list of thekey characteristicshat distinguish'poor” from “good” performance of a giverequirement. This is the list of
key discriminators thatvill be the basidor all evaluation criteria. If @roposed criteriomvould not prevent award to an
offerorwith an unacceptable respontieegn it is not a discriminator argthould not be used. These criteria should include
thosethingsconsidered important to the custoradoutthe specificrequirement, such as quality of service, environmental
considerationsand managementThecost(price) criterion relates to the evaluation of tiferor’'s proposed cogprice).
The assessment critesarve as a basis for evaluating each offeror’s proposal as it relabesstecificcriteria. Factors
andsubfactors may be created to support tloogeria. SeeAttachmentBB-3 for an example dhe general format of the
evaluation matrix.

(1) Cost (price) is a mandatory evaluatioiterion that shall bevaluated as a factor avery AFFARSAppendix
BB source selection to determine realism, completea@skeasonableness. The purpose is to ertbiatethecontractor
hasappropriately considereall aspects of cogprice). Examples of thi&actor might beinstant contractost(price) or
disposal cost ohazardous material. Do naose color or proposaisk ratingsfor cost. Use the results of pricing
techniques described in FAR Subpart 15.8 or the Armed Services Pricing Manual (ASPM). (See BB-309.)

() For thecost(price) to be realistic, it must reflect whatwbuld costthe offeror to perfornthe effort if the of-
feror operates with reasonable economy and efficielbg cost(price) should not put thefferor in asituation where,
in order to earmprofit, theofferor not only must perform perfectly, but everything elsetba contract must heerfect
as well, including the specifications, statement of work, performance work statement, etc. Allow room for some rewol
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andcorrections to occur—aftezll, in most caseghis is whatreally happensluring contract performance. If the of-
feror’s technical or manpower proposal identifies 100 manyears of effert,the pricingshould also reflect 100 man-
years of cost.

(ii) For the cost (price) data to lsempletethe offeror must provideall the data that isecessary to suppdtte of-
fer. The amount of data needed wiiry depending othe requirement. If using price analysis, informaabout the
catalog price or the price at which the item has been sdlkinecent pashay be sufficient. If buying somethitigat
is being specially made ftihe Government, information on thest of rawmaterials, labor, scrap rates, etcnéxes-
sary. To reduce the burden on the Governnagt theofferor, the amount of detail neededtims area should be
carefully tailored to the requirement.

(i) For the cost(price) to be reasonable, it must represecst (pricethatprovides best value the Government
when consideration is given to prices in the market, techamafunctional capabilities of thefferor, risk, and the
currentsource selection situation. It is distinct from a “faidst (price) which is a cost (pricéjatensures thefferor
a reasonable profit commensurate with the offeror’'s performance.

(2) Specificcriteria relate to requirement characteristidhey relate to whathe offeror hasproposed to do. The
specificcriteria aretypically dividedinto technical and/or management evaluation areas. Exampdpeafic criteria
mightinclude major areas of performance, general facility maintenance, control of Governmenaadsa@nagement.
These areas may be further subdivided into factors, subfactors, and, in some instances, elementd.offfigbdivision
depends on the complexity of the area being evaluated. Fahtorkl be related to characteristics which are important to
successful contract performance. Aminimum requirements shall be included in the solicitafiod evaluated. The
SSP and Section M will state the level at which color/adjectival ratings will be assigned.

(i) A source selection may have essential characteristics or baseline requirements or a combimationuoh
mandatory requirements and essential characteristics or baseline requirements.

(i) Not all source selections will usainimum mandatory requirements. used,minimum mandatory require-
ments shall beompletely described ithe solicitatiorandevaluated as such. When ustmty become goass/fail” or
“go/no go” decision. Thegredisplayed inthe SSA briefing as a “green” the offeror passes or a “red” the offeror
fails.

(3) Assessment criteria form the bafis evaluating each offeror's proposalrggards to the relevant evaluation
criteria. They relate tdhow the contractor will perform theffort or satisfythe requirement. Evaluatouse assessment
criteria in conjunction with evaluation standardgudge how well an offeror's proposal satisfies eackhef relevant
evaluation criteria. Soundness of approach, completeapds;ompliance ar&ommon assessment criteria. Did the
offeror propose an effectivand efficient method to perforrthe effort? Did the proposahdequately describe how the
factor, subfactorand/or element (as appropriate) will performed? Didthe proposabffer to performwhat was
requested in the solicitation?

(c) General considerations reldte proposed contractual terraad conditions, results of preaward survegad other
surveys or reviews.

(d) Proposal risks are assessments associated with schedule and performance or technical aspects of the program.
(e) Performance risks relate to cost and specific criteria. Performance risk may be assessedriea eacs aaverall
general assessment of performance.
BB-204 Source Selection Plan (SSP).

(@) TheSSP is &ey document in conducting theource selection. It should contdire elementslescribedbelow to
ensure timely revievand SSA approval. The SSP should be jointly developedthg contracting personnahd personnel
responsible for the requirement.

(1) The SSP must be submittedfficiently in advance ofhe planned acquisition action to facilitagyiew and
approval by the SSA and early establishment of the source selection organization.

(2) When changes in acquisition strategy require a revision to the SSP, personnel resfoorthibleequirement
will send the proposed revision through source selection chaortbls SSA.
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(b) The SSP will conform with FAR Subpart 15.6. It will address the issues below and othethatreye important or
unusual about a given acquisition. The SSP should containcise description of the acquisition situation. If an extended
discussion of any issue is required, supporting detalg be provided in separate documexttached to the SSRdeally,
the wordingused in much athe SSP should be identical toe wordingused in other documents relatedhis effort, such
as the acquisition plan, acquisition strategy panel minutes, or the solicitation.

(c) The plan shall include the following:
(1) INTRODUCTION. Describe briefly what is being acquired.

(2) SOURCE SELECTION ORGANIZATION. Descrilibe proposed SSAand SSET organizations (including
Government and non-Government advisors). List recommédmadembers byiame, by position title, or by functional
area. The plan must identify other Government organizations that will be represented on the SSET.

(3) PROPOSED PRESOLICITATION ACTIVITIES. Describe the activities leading up to release of the solicitation,
including marketsurvey,draft solicitations, synopsis, solicitatisaview processand solicitation release meeting. For
the marketsurvey, discuss how it was used to achieve competitimiyding a discussion of screening criteria, if
applicable.

(4) EVALUATION PROCEDURES.This section discussedfe procesghat will be used bythe SSET ta@valuate
offerors’ proposalanddevelop a Proposal Analysis Report.other words, it describes whiie SSET will dand how
they will document what theglid. Describe howthe proposals will be evaluateddhow they will berated. Describe
how the Government estimateas developethcluding anycost driversthat have been identified. Describe how those
cost drivers will be treated by the pricing team dupngposal evaluation. Although tleest(price) criterion will not be
given a color or a risk rating during proposal evaluation, the process that will be used to effdtatE proposalsnust
be described itthis section. NOTE: When thelan adopts something verbatim frothis regulationsimply cite the
regulation instead of quoting verbatim in the plan. This includes the color coding and risk definitions.

(5) EVALUATION CRITERIA. Describehe cost (price)riterion andspecificcriteria including factorand,when
appropriate, subfactond elements. The information in th&ection must be exactly duplicated in Section M of the
RFP. Describ¢he assessment criteaadhow they apply téhe evaluation. The relative importance of ¢oet (price)
criterion, specificcriteria, and generatonsiderations will be stated. Assessment criteria adastbe ranked in relative
order of importance or identified a$ equal importance. Describe general consideratomtshow theyrelate to the
evaluation of the offeror’s proposal.

(6) ACQUISITION STRATEGY. The SSP will include a summary tife acquisition strategy, includitgpe of
contract(s) proposed, the incentives contemplated, special contract clauses, &P Tdugjuisition strategy must reflect
the strategy developed in the AP/SAMP.

(7) SCHEDULE OF EVENTS. Identifiand establish the schedufer significant source selection activities in
sufficient detail to allowthe reviewing authorities ssesshe practicality of the schedule. The scheduleveits in
Attachment BB-2 may be used as a guide.

(8) NON-GOVERNMENT ADVISORS. The source selectioplan shalladdress thause of non-Government
advisors (see FAR 15.413-2 (f) and AFFARS Appendix BB-108).

(d) The SSP shall be approved by the SSA before issuing the solicitation.

(e) Only include tailored information; otherwise, cite the appropriate paragraph of this regulation.

BB-205 Evaluation standards.

(@) The SSET conducts its evaluation by measuring each proposal ag@etivestandards established at tlogvest
level of subdivision. The SSET shatit compare proposals against each other.

(b) A standard establishes a baseline to medsome well anofferor's proposal satisfies thevaluation criteria. It
establishes thievel an offeror’'s proposal must meet in any factor, subfactor, or element to be judged acceptable (“green
as stated in BB-304. Standarslsall not beused to create a new or unstated requirementstaAdardmay beeither
guantitative, qualitative, or both, depending on the criieaddresses (see Attachment BB-6 for examples).
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(c) Evaluation standards shall not normally be included irSBe orthe solicitation. As a matter of practice, standards
should be establisheaihd documented prior to the release of the solicitatod must bapproved by the&SSA before
beginning the evaluation of proposal$hey shall not be changednce an offeror’'s proposal is openetihe release of
standards is situational; it may or may not be appropriate to a given acquisition.

(d) TheSSA is responsible for approvitige inclusion of the standards in the solicitation whendeismed appropriate
or beneficial to do so.

BB-206 Solicitation.

(&) The contractingfficer is responsible fopreparing the solicitation. Personnel responsibtethe requirement are
responsible fopreparingkey portions of theRFP, such athe statement afbjectives orstatement of worland the data
requirements. The solicitation mustcurately convey to offerorsthe technical, schedulegst, and contractual
requirements of the acquisition. In addition:

(1) The solicitation should be kept shartduncomplicated. Most applicable regulations may be refereratbdr
thanreprinted. Personnel responsilide the requirement, in conjunction with the contractifficer, may establish a
technical librarythatpotential offerorcan visit,rather tharinclude voluminous descriptions in tR&P. How orwhere
the technical library or other referenced documents can be accessed should be included in the RFP.

(2) A major cause of lengthy source selections is a proliferation of evaluation areas, sabfaxtprsandelements
which, inturn, results in lengthy proposadsid evaluation sessions. Too often, these evaluations ineobas, factors,
subfactors,and elements which are natource selection discriminatorsThe choice of evaluation areas, factors,
subfactors,and elements should be tailored tbhat which is essential to the selection of thest offeror. In some
instances, thisnay be done by combiningraimber of similarfactors into one overall factor. Sufficient time must be
provided for evaluation consistent withe nature of the acquisition. This requires planning by the SSET chairperson to
optimize the number of areas, factors, subfacamdelements to fit within the time allottddr evaluation. Acquisitions
for unusual requirements or those likely to result in many proposals may require more evaluation time.

(3) The evaluation criteria and general considerations must be stated in the solicitatiwy appear in the
approved SSP. The solicitatishall indicate the relative importance amargt (price)criterion, specific evaluation
criteria (including areas, factorgnd any significant subfactorsghd generatonsiderations. Additionally, the
solicitation shall state whether alaluation factors othethan cost or price, when combinedre significantlymore
importantthan cost or price, approximately equal to cost or price, or significantlyitegsrtantthan cost or price. If
requirements or conditions significantly change so as to negatedify the evaluation criteria originally established in
the solicitation, eacbfferor shall be informed by a solicitation amendment of the adjusted critedibasis for award.
Offerorsshall then baiven a reasonable time to revibeir proposals. After proposals have been received, a change in
evaluation criteria or requirements may require resolicitation (see FAR 15.606).

(4) Section L of the solicitation should stdtew the Government wants tludferors to structuréheir proposals.
This includes guidance concerning ttype and content of volumes required, cross-referencing SOW/Ratagraph
requirements to the proposal, page limitations, wha&ixiduded fromthe page counsuggested level of detail in the
proposal, etc. Thefferors should also be asked to providet performance informatiaandreferences apart of their
proposal.

(5) The solicitation should contain raatrix which correlates the evaluation criteria with the information to be
submitted inthe proposal. Thefferors shouldorepare andubmittheir proposal in sections aligned witnd cross-
indexed to the evaluation criteria to facilitate Governmiertew and evaluation. Offerors should be asked to identify
technical, cost, schedule, manufacturiagd proposalrisks associated wittheir proposals, together wittheir ap-
proaches for resolving or avoiding the identified risks.

(6) Section M of the solicitatioshall include a notice statirthat unrealisticallylow proposed costs @rices may
be grounds foreliminating a proposal from competition either on the btws theofferor doesnot understand the
requirement or thefferor has made an unrealisficoposal. This includeboth original submissionand BAFOs.
Offerors should be advisethat offers should be sufficiently detailed to demonstrakeir cost (price)realism,
completenessand reasonablenesand thabfferor's estimateghat areunrealisticallylow may caus¢he offer to be
eliminated from the competition (subject to the requirements in FAR 15.608/ARd5.610).
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(7) An executive summarthat briefly describesand highlights the saliemaspects ofthe solicitationrmay be
included as a cover sheet ftite solicitation. Thexecutive summarghall not contain anyew information or
requirements not already discussedhia solicitation. A DD Form 170may be used in lieu of an executive summary
letter.

(b) A Solicitation Review Proces$all be established in accordance with MAJCOM procedorgsroughly review the
solicitation for consistency with lawgolicy, regulation, any requirement direction, the S8Rd theAP/SAMP. The
participantsshould be familiar withthe acquisition strategy, model contract provisiand clauses, quantities, schedules,
and data requirements. The participatisall thoroughly examinall aspects ofhe solicitation to eliminate unnecessary or
unduly restrictive requirements. Personnel responsibléhéorequirement shall ensutet thesolicitation requirements
will satisfy customer needs. If SSET members have been identified, they should participate in the prapdratiaw of
the solicitation document.

BB-207 Notice of source selection action.

It is the responsibility of thMAJCOM to establish parameters for which source selection action notification will be
made. Regardless of dollar valadl, acquisitions of aircraft cgfforts which have generated Congressiontrest shall
follow these reporting procedures. When the solicitation is released, the cB&@Egerson and contractindficer shall
ensurethat anotice of source selection action in progress is forwardedl tffectedAir Force Commands, SAF/AQCS,
and thepotential offerors. The notification willidentify the requirementvolved, anycurrent contracts ithat area, the
anticipated period of the source selection activities, and include statements to the effect that:

(1) Contacts regarding, or briefings concerning, the requirement by participating offerors are not allowed;
(2) The contracting officer is the only person authorized to contact offerors; and

(3) The SSA is the only person with authority to release information regarding an ongoing source selection.
PART 3 - PROPOSAL EVALUATION AND SOURCE SELECTION DECISION

BB-301 General.

This part explains thenajor steps in theource selection process from receipiniial proposals through thsource
selection decision including discussions vafferors. Proposalshall be evaluated in a fair, comprehensar impartial
manner.

BB-302 Offerors’ oral presentations.

(&) Although oral presentations are #eeption to the rule, the SSET should consider having oral presentations if the
requirement is unusual or if one or more of dfferors havenot been awarded contracts ihe past by the acquisition
activity. In these instances, oral presentations help ensure the Government fully understands the proposals.

(b) If oral presentations are deemed appropriate:

(1) Presentations should be condudbefbre proposalare evaluated tprovide an overview dhe entire proposal
before the evaluation of its specific parts;

(2) Each offeror shall be given an opportunity to make an oral presentation so that no offeror will have a competitiv
advantage. Every offeror who chooses to make an oral presentation shall be given the same time constraisthalhd they
be notifiedthatonly their written submittals, such as thpposal, responses to CR/DRadBAFOs will form the basis
of the Government’s evaluation;

(3) To ensureobjectivity during the evaluatioprocessall Government participants in the evaluation must attend
either all or none of the oral presentations; and

(4) The SSET chairperson shall enstivat minutes are taken efich oral presentatiaandincluded in thesource
selection file. When page limitre included in the solicitation, additional documentati@y not be provided to the
SSET at the oral presentation.
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BB-303 Technical evaluation.

(a) Technical as well asost(price) proposals will be submitted to the contractifficer who will providetechnical
proposals to the technical evaluators. The technical evaluation will be conducted indepetidsrdsbfprice) evaluation.
Technical evaluators will not have access to dast any time prior to the decision briefing. this contextcostdatadoes
not include information required fdypesand quantitiesinalyses such as labor hours, personnel qualifications, equipment
and material lists, and other non-regéated information. Technical personnahy examine suctiata upon the request of
the contract team, even if it is extracted from the cost propblkalever, they manot be giveraccess tohe complete cost
proposal.

(b) Technical approach anability to meet statedgninimum performance requirements are of major importance in
proposal evaluation. The term “technical’this context is not limited to scientific or engineering conceptgrrciples,
but may include any performance skills.

(c) The SSET technical team accomplishes a technical evaluation of eachiwnititheoffers using the assessment
criteria to analyze each proposal which match the evaluation criteria in Section M of the RFP.

(d) Evaluators shall indicate thalue of each proposal in relation to the evaluation standards wigieh established
before the receipt of proposals. The SSET stwiitompare the proposals against each other.

(e) Evaluators must understand the requirement of the solicitation, the evaluation enitgribgevaluation standards.
Evaluators are encouraged to engagedigtussions with advisors or other SSET members when it is necessarnfjto
certain aspects of proposals under their review.

() The technical evaluation results in four distinct products that are included in the Proposal Analysis Report (PAR):
(1) Proposal ratings;
(2) Proposal risk assessments;
(3) Performance risk assessments;
(4) Narrative assessments (which identify strengths and weaknesses and support ratings and risk assessments); and

(5) Recommended deficiencgports and clarification requests.

BB-304 Use of rating techniques.

(a) After assessing thafferors’ data, the evaluator shalpply the ratingsystem prescribed biyre SSPand ratesach
proposal in relation to the evaluation standards.

(b) Color ratings are used. Colatings are mandatory at tfectorandsubfactor level. Colors may also be used at the
elementevel, although symbols may be used as an alternative at these lower Tehetslor rating depicts how well each
offeror meetghe evaluation standards. Cotatings are not summarizexbovethe factodevel. However, ithe SSA
requires a summamating at the arekevel inthe SSPcolorratings shall beised. To provide for standarccolor scheme,
the spectrunbelow shall beused (seéttachmentBB-3 for an example). Ratings must be accompanied by a consistent
narrative assessment (inclusive of strengthdweaknesses) ahe basidor the rating. Thelefinitions statedelow shall
be followed any time color ratings are used. Deviations from these definitionslgdre obtained by forwarding a request
through SAF/AQCP.

The following ratings shall be used when evaluating essential characteristics:

Color Rating Definition

Blue Exceptional Exceeds specified performance or capability in a beneficial way to the Air Force
and has no significant weakness.

Green Acceptable Meets evaluation standards and any weaknesses are readily corrected.

Yellow Marginal Fails to meet evaluation standardewever, anysignificant deficiencies are

correctable.
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Red Unacceptable Fails to meetnanimum requirement othe RFP and thedeficiency is
uncorrectable withowa major revision ofhe proposal.

The following ratings shall baised when evaluating those segments of a progbasareflect minimum mandatory
requirements:

Color Rating Definition
Green Acceptable Passes (or meets) minimum mandatory regmie
Red Unacceptable Fails to meet minimum mandatory requirements.

(c) Use ofnumerical weights is discouragédcause it impliethat the technical team califferentiate betweesmall
differences in technicaherit. Such determinatiomsay be extremely difficult to support. Therefaramerical weighting
of evaluation criterion should not be used.

(d) If an offeror's proposal is evaluated as unacceptable at any lebel ef/aluation criteria, thisct must be included
in the rating and narrativassessment dhat level and each higherevaluation criteria level. Therefore, a “red” or
unacceptable rating at any level must be carried to the highest rated level.

(e) Symbols may be useditalicate proposalatings at the elemeigvel. For example, a plus (sjgnmay be used to
indicate that thefferor hasexceededhe standard; a check) to indicate that thefferor has met the standarand a
minus (-) sign to indicate that the standard has not been met for the element evaluated.

(H The following subjectsare notcolor rated (althoughhey still are considered by the SSET et of the integrated
assessment):

(1) Financial capability, Production Readiness Reviews, and preaward surveys;
(2) Cost (price); and
(3) Risk (proposal and performance).
(g) Proposals are normally rated twice:
(1) Upon completion of the evaluation of the initial proposal; and
(2) Atthe end of discussions after BAFOs are received, if discussions are held.
NOTE: Both ratings will be maintained and submitted to the SSAC.

(h) When displayed graphically in briefings or reports, changésennitial color rating shall balisplayed by showing
the new colorandsuperimposing one or more arrows in twdor block. The number andirection of the arrowsised in
eachblock onthe chart indicates the extearid direction of change (i.e., one arrow upward indicates an improvement of
one colomrating). Any changes fronthe original proposal should be identified in the discussion of strengthgnesses,
and risk, and analyzed for the SSA in the PAR and the SSA briefing.

(i) If a source selectiomas a mix of minimum mandatory requiremesutsl essential characteristics or baseline
requirements, most likely anitial competitiverange will be determined on thasis of cost (pricednd otherfactorsthat
were stated in the solicitation and shall include all proposals that have a reasonable chance of being selected for award.
minimum mandatory portion need not belor rated;however, if itis, it shall bedisplayed as “green” for meeting the
requirement or “red” for not meetinhje minimum mandatory requirement. A narraitkentifying thedeficiencies is
sufficient. The essential characteristics or baseline requirementssaadly then evaluatedand color rated. This
minimizes thework of the technical team by not requiring them to evaluate the essential characteristics or baselir
requirements for offerors which did not meet the minimum mandatory requirements.

BB-305 Assessment of risk.

(&) There arewo types ofisk assessment. Proposal risk relates to the identificatidnassessment of the risks
associated with an offeror's proposed approach as it relates to accomplisbingequirements of the solicitation.
Performance risk relates to the assessment offaror’'s presenand pastork record to assess confidenceh offeror’'s
ability to successfullperform as proposed. Proposak assessments wilways be reflected ithe evaluation matrigsee
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Attachments BB-3). Proposask ratings shall not be rolled up to the al@eel. Performancesk will be reflected in the
evaluation matrix(see Attachments BB-3). Performancesk will be evaluatedequally with factors assessments and
proposal risk (i.e., conceptually, not numerically, 1/3, 1/3, 1/3).

(1) Use the following definitions when assessing proposal risks:

() HIGH (H) — Likely to cause significant serious disruption of schedule, increase in cost, or degradation of per-
formance even with special contractor emphasis and close Government monitoring;

(il MODERATE (M) — Can potentially cause somaisruption of schedule, increase in cost, or degradation of
performance.However,special contractor emphasisd close Governmennonitoring will probably be able to over-
come difficulties; and

(i) LOW (L) — Has little potential to cause disruption of schedule, increase in cost, or degradation of performance.
Normal contractor effort and normal Government monitoring will probably be able to overcome difficulties.

(2) Use the following definitions when assessing performance risk:

() HIGH (H) — Significant doubt exists, based the offeror’'s performance recorthat theofferor can perform
the prposed effort;

(il MODERATE (M) — Some doubt exists, based e offeror’'s performance recorthat theofferor can per-
form the proposed effort;

(i) LOW (L) — Little doubt exists, based on the offeror’s performance re¢hed,theofferor can perform the pro-
posed effort; and

(iv) NOT APPLICABLE — No significant performance record is identifiable.

(b) Each proposandperformance risk assessment will consider the numbéseverity of problemshe effectiveness
of corrective actions takemand theoverall work record. Consider aldébe offeror's demonstrated ability teffectively
identify andtake actions to abate requirement risks. The assessment of performance risk is not intended to be a simple
arithmetic function of arofferor’'s performance on Bst of contracts. The evaluation team should place the greatest
consideration on the informatialeemed most relevaand significant. In theostarea, more consideration should be
given to efforts for similar end items, efforts during a similar phase of the acquisition cycle, and efforts with similar contract

types.

(c) For unusual or complex requiremerdfferors may beequired to submit, agart of theirproposal, a proposaisk
analysis which identifies proposask areas and theecommended approaches to minimize the impact of those risks on the
overall success of the requirement.

(d) Proposal risks associated with cost, schedaid,performance or technical aspectstioé requirement must be
assessed. Risks may be inherent in a proposed approach by virtue of its relationship to the state-of-the-art. Risks may occur
as a result of a particular technical approach, manufacturing plaseldation of certain materialgrocesses, equipment,
etc., or as a result of tlw®st, schedul&andeconomic impacts associated with these approaches.nRigslalso occur from
the impact thathese will have on thefferor's ability to perform irview of its technical approach. The primgisposed
subcontract arrangementsay alsampact proposal risk. For instance,peoposed fixed-price subcontract forhggh
technical risk effort, or one with an unrealigfielivery schedulezan beexpected to impadhe overalleffort andshould be
assessed in the proposal risk for that area or factor.

(e) In evaluating proposaisks, the evaluators must consider the assessment prepared by personnel re$potisible
requirement and thefferor's assessmemaind make an independent judgment of firebability of succesghe impact of
failure, and the alternatives available to meet the requirements.

(H Proposal risk assessments shalblseussed in evaluation narratives along wittengths andveaknesseand shall
be depicted in briefings with theolor ratingsfor each factorsubfactor, or element oth#ran cost (price) as specified in
Section M of theRFP. A proposalisk assessmemating anddiscussion is mandatory for each subfactathatsubfactor
summary level.
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(g) The performance risk assessment Witlus on costind specificcriteria. Performance risk shall also $eparately
discussed in evaluation narratives in addition to strengths and weaknesses and depicted in briefings.

(h) The risk assessmeand color rating assigned to any factor or subfactwe independent of each othekny risk
assessment rating may be used with any color rating to reflect evaluation results.

(i) It is the responsibility of thespecific criteria evaluation teams to ensufeat thecostteam is informed of the
identified proposal riskand thepotential cosimpact. For example, theostteam should be informed if thEroposed
method of performance does not reflect the same level of effort identified in the manpower hours proposed.

BB-306 Deficiency reports (DRs).

(a) During the initialevaluation of proposals, the SSET must record sepagatdlyn addition to the narratiemalysis,
the deficiencies found in each offeror’'s proposal. Itimgportant thatdeficiency reports b@repared at the time the
deficiency is discovered. Lapreparation often results poorly substantiateceports. It is importanthat theevaluator
document thesffectthe uncorrectedeficiency would have othe progran{seeAttachment BB-7). The deficiency report
will be provided to the contract team which will, turn, providethe offeror with the opportunity to amend its proposal to
correct thedeficiency. The release dleficiency reports (which constitutes discussions) matl beginuntil after the initial
competitiverange is determinedndapproval to release the reportsréseived fronthe SSET chairperson. Award shall
not be made without discussion until the SSET chairperson has reviewed the deficiencies in each offeror’s proposal.

(b) Examples of deficiency reports are:
(1) A proposed approach which poses an unacceptable risk;
(2) An omission of data which makes it impossible to assess compliance with the standard for that requirement;
(3) An approach taken by an offeror which is expected to yield undesirable performance; or
(4) A failure of the offeror to meet a minimum mandatory requirement.

(c) Identified deficiencieshall bederived only fromthe evaluation of eaabfferor's proposalagainst evaluation
standards, and themly whenthe proposal fails to meet the Governmesgscifiedminimum level of performance or
essential characteristics of the requiremedgficiencies mustot be derived from a comparative evaluation of the relative
strengths and weaknesses of competing offerors’ proposals.

(d) Theofferor's response tthe deficiencyreport is as important as the original proposal. The contract team must
transmit each offeror’s response to the evaluation team for a technical analysis.

(e) Eachdeficiencyreport, which is a part of theverall PAR, must address significant changes which have an impact
on the original proposal. All DRs will be addressed in the PAR.

(H Deficiency reports may serve as a guide for debriefing offerors after contract award.

BB-307 Clarification requests (CRs).

(a) Evaluators must identify those aspectthefproposal which require clarification. If data provided in the proposal is
inadequate for evaluation or contradictory statemargsound, a clarification request should be issubgo categories of
clarification requests exist:

(1) Significant clarification requests (SCRs) will specifically identifg aspect of thefferor's proposal for which
clarification is requirecand require thadiscussions wittofferors be opened. Whenever performarisk assessment
results in a possibleating of moderate ohigh, SCRs should be developedill clarification requestgseeAttachment
BB-7) are sent to the contract team and submitted to the offerors in thevegrasdeficiencyreports. As with DRs, the
SSET chairperson willeviewandapproveall CRs beforgroviding them tmfferorsandbefore any decision imade to
award without discussions; and

(2) Minor clarification request§MCRs) are for the purpose of eliminatingrinor irregularities, informalities, or
apparent clerical mistakesMCRs donot give the offeror an opportunity to revise or modifg proposahnd do not
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constitute discussions. Subjecttih® concurrence of legal counddiCRs may besent prior to the initiatompetitive
range determination.

(b) Release of any SCRs to an offeror constitutes discussnshshall not be sebeforethe initial competitiverange
determination.

BB-308 Narrative assessments.

(a) Preparing the results of the evaluation in narrative form is an important aspect of the evplogss. In
preparing the written narrative, the evaluator should be atlatet will be the principle means available to t88A to
perform a comparative analysis of the offers.

(b) The evaluator must indicate in the narrative, as a minimum: wiodfei®d, whether it meets or fails to meet the
evaluation standard, any strengthsvegaknessesthe impact of anyleficiencies, whatan be done teemedy each
deficiency,and a riskassessment of thaferor’'s proposal approacndability to perform. Clarityandbrevity are thekeys
to successfully prepared narratives.

BB-309 Cost (price) evaluation.

(&) The purpose afost (price) evaluation is to determine whether an offeror’'s proposedacesealistiandcomplete
in relation to the solicitatiorand the technical and managemgmiposalsand toprovide an assessment of the
reasonableness of the proposed price.

(1) Realism is evaluated by assessing the compatibility of proposed costs with proposal scope and effodosFor the
(price) to be realistic, it must reflect whatwbuld costthe offeror to performthe effort if the offeror operatewith
reasonableeconomyand efficiency. The cost (price) shouldhot put theofferor in asituation where, in order tearn
profit, the offeror not only must perform perfectly, but everything elsetba contract must bgerfect as well, including
the specifications, statement of work, performamoek statement, etcAllow room for some reworland corrections to
occur—after all, in most cases, this is what really happens during contract performance.

(2) Completeness is evaluated by assessingletwe of detail the offeror provided in costlata for all RFP
requirements in the statementafiffectives ostatement of worlandassessing the traceability of estimates. Forctse
(price) data to be complete, the offeror must provide all the data that is necessary to support the offer. The amount of data
needed will vary depending dhe requirement. If using price analysis, informatboutthe catalog price or the price
at which the item has been soldthe recent pashay be sufficient. If buying somethitigat isbeing specially made for
the Government, information on the cost of raw materials, labor, scrap rates, etc. is necessary.

(3) Reasonableness of an offeror’s proposal is evaluated through cost or price analysis techniques as describe in FAR
Subpart 15.&ndFAR Subpart 15.8. For theost(price) to be reasonable, it must represeabst (price)that provides
best value tahe Government when consideration is given to prices in the market, tecmdéahctional capabilities of
the offeror, risk, and the currergource selection situation. It is distinct from a “faid'st (price) which is a cost (price)
that ensures theofferor a reasonable profit commensuratégh the offeror's performance. Therefore, “fair and
reasonable” should be considered in three dimensions: (1) fair under current market conditions, (2) reasonable to the
seller, and (3) reasonable to the buyer.

(b) In order to avoid influencintheir judgment, thdottomline of thecompeing offerors’ cost (price) proposashall
not be made available to technical evaluators. During the evaluatish(price) evaluators, however, should discuss the
details of technical proposals with the technical evaluators (and may generally discuss specific costaekamgtdsaid in
their evaluation of costs associatwith labor categorieand hours, materials, manufacturiprpcessesand otherelements
of cost (price) asppropriate. Labohour and materidbreakouts may be included fechnical volumes dhe proposal to
aid in thisprocess. Cost (price) evaluators should alsothis®CAA audit reportand thecontract administrationffice
field price analysis reportHowever,after theBAFO and the technicavaluation ar&eomplete, it is acceptable to release
the overall cost (price) information to the technical evaluators.

(c) Evaluation of theost (price)realism of each proposal will be made without regard topmoposed ceiling on the
Government’s obligation.
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(d) Consideration must be given to variations in amount of Government-furnished property (GFP) requestesk @fthe
Government-owned facilitiendtooling and all othedisparitiesbeforethe offeror's proposatan besquitably evaluated.
The evaluated costs shall be adjusted to account for these variations.

(e) Price analysis is generally favored over cost analysis in source selection. Price analysis will generally be sufficient
support source selection decisions on relatively easy, simple, uncomplicated, competitive procurements. Price analysi
used to keemttentionfocused on value. It is best usedpirocurements for commercial-off-the-shelf-items, commercial
services, competitive requirements, and standard parts or services.

() The costteam will initiate and maintain &ost baseline for each proposal to facilitateusderstanding of the
changes leading to the finabst (price). A summary dhis baselineand allchanges througBAFO shall be included in
the PAR.

(g) Following completion ofhe cost (price) evaluatiorthe SSA will be provided witlihe cost team’dindings as to the
reasonableness, completenemsd realism otach offeror's proposal. If a proposal is determined to be unrealistic,
incomplete, or unreasonable, the readonshis conclusion must be stated. TB8A will also be given visibilitinto the
build-up of the evaluated Government amofant each proposahroughBAFO in the cost analysis included ithe PAR
and presented at the decision briefing.

BB-310 Establish onsensus on strengths and weaknesses within the Source Selection Evaluation Team (SSET).

After individual evaluations have been completéthin a team, the strengths ameaknesses determined by individual
team members are combiniatb an integrated, team consensus, preferably by group discussion, totkasthe strengths
and weaknesses relate the established standards. After achievinigateam consensus, team leaders must reach a
consensus on the factor rating. The SSET chairperson’s fundamental responsibility is tthahsue8SA briefing fairly
andaccurately reflects an overall evaluation of each offeror's proposal. Discuasiong team chiefs (includirthe cost
team) are an integral tool to making this a reality.

BB-311 Determination of competitive range.

(&) When written or oral discussioase conductedhey must be conducted witil responsible offerors who submit
proposals within theompetitiverange. The determination as to whmtoposals are not in trempetitiverange, and the
exclusion of offerorsither before or as aesult of written or oral discussions, will be made by the contradificer,
subject to approval by the SSA.

(b) After evaluation ofall proposals receivedhe competitiverange must be determined on th&sis of cost (price)
technical, and other saliefactors including proposal deficienciasd theimpotential for correction.Beforeincluding or
excluding a proposal from within thmmpetitiverange, thepossibility ofits selection for award should be assessed. The
objective isnot to eliminate proposals from thempetitiverange,but to facilitate competition by conducting written and
oral discussions with those offerors who have a reasonable chance of being selected for an award.

(c) The determination of competitive rangé&sed on informed judgmeand iscomplex innature. All suctdecisions
must becompletelyand adequately documented ftre record. A proposahay be determined outsidee competitive
range if:

(1) It does not reasonably address the essential requirements of the solicitation;

(2) A substantial technical drawback is apparent in the propasalisufficient correction or improvement to
consider the proposal further would require virtually an entirely new technical proposal;

(3) The proposal contains major technical or busidefisiencies or omissions or out-of-line costs whigdhal or
continuing discussions with thodferor couldnot reasonably bexpected to cureBeforeeliminating anofferor from the
competitiverangebased on unrealistimosts or prices, it will be necessarythe extenpossible andwithout discussions
with theofferor, to asseshe reasotfior the out-of-linecosts or prices. For examptlg costsmight be attributable to a
unique design approach, a technical breakthrough, or an accelerated delivery.mayhdse legitimate reasons for the
apparent out-of-line costs or prices; or

(4) The proposal does not meet a minimum mandatory requirementiatehaf the request for BAFO.
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(d) Multiple competitiverange determinationisefore BAFOare acceptable. For example, a second competitinge
determination may be appropriate after responses to clarification requests and deficiency reports have been received.

(e) Exclusion of an offeror frorthe competitiverange atny timeduring thesource selection process must be approved
by the SSA.

() Offerors whose proposatre determined to bmutsidethe competitiverange and withwhom initial or continuing
discussions are not to be conducted must be notified promptly in accordance with FAR 15.609.

BB-312 Conducting written or oral discussions.

(&) Written or oral discussions witbfferors shall be ledonly by members of the contract teamith other SSET
members’ support. The team will negotiate definitive contracts alitbfferors determined to bsithin the competitive
range. The team is the only point of contact between the SSET and the offerors.

(b) All offerors determined to be ithe competitiverange shall bedvised of any deficiencies their proposals or
portions of theirproposalsthat requireclarification and begiven a reasonable opportunity to correct or resolve the
deficienciesand tgrovide clarifications. Any deficiency or weakness in an offeror’s propdsiah drives a colorating
lessthanacceptable (i.e., “green”) must be discussed thithofferor if discussions have been opened. Additionally, it is
strongly advisedhatany weakness documentedttire narrative description of strengtinsdweaknesses be discussed with
the offeror if discussions have been opemeibr to the decision briefing.This will ensurethat offerors who request
debriefings after contract awaahd areprovided withtheir respective coloratings, riskassessmentgnd narrative
descriptions have been given adequate opportunity to adtheissveaknesseduring discussions. Offerors may submit
cost (price), technical, or other proposal revisions as a result of the discussions.

(c) Discussions with each offeror must be confined exclusively to that offeror’'s proposal. Discussions must be conducted
in a waythat scrupulously avoids disclosure tife relative strengthend weaknesses of competing offerors, technical
information or ideas, or cost (price) data from any other offeror’s proposal.

(d) At the conclusion of written or oral discussions, a final commu+off date which allows a reasonable opportunity
for submission of besand finaloffers must be establishednd all remaining participantstified in writing. The
notifications shall:

(1) State that discussions have been concluded and specify the date, time, and location for receipt of BAFOs;
(2) Identify to each offeror any remaining deficiencies in its proposal;

(3) Advisethe offerorsthatany BAFO receivedfter the finalcut-off date will be considered a late modification in
accordance with FAR 15.412;

(4) Advisethe offerorsthat if aBAFO is not receivedprior to the commorrut-off date for an offerorthat offeror’s
current proposal, reflecting any clarifications or revisions to date, will be evaluated as its best and final offer; and,

(5) Caution the offerors against buying-in and submitting unsupported changes to their prior offers.

(e) Contractingofficersshall not callfor BAFOs morghanonce unless fully justifiedndapproved in accordance with
DFARS 215.611.

(HH All proposal revisionand informatiorprovided by theofferorsduring theconduct of discussiorendreceivedprior
to the common cut-off will be considered in the final source selection decision.
BB-313 The Proposal Analysis Report and presentation.

(&) The final technical teamndcontract team reports (less cdsta) will be used bthe entire SSETor preparation of
a Proposal Analysis Report (PAR) (see AttachnB®B¥8). The SSET, under the guidance of the chairperson, shall prepare
a PAR summarizing the strengthgieaknessesand risks okach proposahnd their resultant ratingsolor coded or
narrative). This summary, together with the technical team rapdrthecontract team report, will be sent to tB8A for
the final source selection decision.

(b) The PAR shall include the following:
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(1) A narrative assessment of the technical evaluation. Narrative assessments shallidesl at thefactor
summary level or othdevels as necessaryEach factor assessment must be preamsgidentify the color rating and
proposal risk. It willhighlight the significant strengths amgaknesses of each evaluated aspettteoproposal.(See
Attachment BB-3 for examples of graphically displaying matrix information.);

(2) An analysis of the offeror’s cost (price) (prepared by the contract team);

(3) Results of evaluating contractual considerateom$any other general consideratichatwere evaluated by the
SSET; and

(4) An overall performance riskssessment.

(c) The objective of the PAR is to present a summary of the evaluation of each proposal against solicitation requireme
based on established evaluataiteria andevaluation standardmdprovide an analysis of relevant information resulting
from the evaluation of proposasd otherconsiderations to support a final selection decision by the SSA. nfisisum,
the information described in AttachmésB-8 shall be included in every PAR.

(d) The PAR encompasses information derived from the results of the evaluation of the proposals ahewedkaks of
final discussionsBAFO, and otherconsiderations. It is an official record thfe evaluation of proposasd suporting
rationale. A cost evaluation summary track shall be provided from initial proposals through BAFO.

(e) The contractingflicer shall advisethe SSA whenthe responsibility of angfferor is questioned.The PAR shall
include this information.

(H Supporting documentation fohe PAR shall be organized in accordance wWillAJCOM procedures. Aaudit trall
from the highest to the lowest elements of the evaluation shall be provided by the supporting reports and documentation.

BB-314 Source selection briefings.

The SSET chairperson is responsifiliehaving the results of the evaluatibriefed tothe SSA. The recipientnd the
scope ofthe briefings depend on the organizatideakl at whichthe SSA hasbeen establishedAll in attendance must
complete a certification (se&ttachmentBB-10) in which they agree to safeguard source selection informéim BB-
403). When appropriate, ttf#A may waivehe requiremerfor a formal briefingand use th@AR during discussions
with the SSET.

BB-315 Selection and contract award.

The SSET chairperson is responsifide having prepared the Source Selection Decision Docuffieenthe SSA'’s
signature. The assigned legal adviand thesenior contracting advisor shall coordinate on the Sdsetection Decision
Document. If the Source Selection Decision Document contains proprietapur@e selection information, shall be
marked accordingly. Th&8SA's signature othe decision document is authority the contractingfficer to award a
contract to the selected offeror(s) subject to the necessary administrative approvals. This document contains:

(&) The source selection decision;

(b) Clear rationale fothe source selection decision. When award is madelmstvalue basishe SSA should make a
specific determination that theuperiority of thehigher priced proposal warrants the additiomaist involved; merely
stating a proposal’'s superiority is not acceptaliiee cost/technicdtade-off must indicatéhe value to the Government
associated witthe addeatostsandjustify why it is inthe Government’s interest to expend additional funds, regardless of
the superiority of the technical rating; and

(c) Direction to accomplish award of a contract.

NOTE:

(1) The Source Selection Decision Document is a releasable document under the Freedom of Information Act (FOIA).
(2) An example of the format of a Source Selection Decision Document is at Attachment BB-9. The attachment provid
a format only. The actual decision document must include a detailed discussion of the rdtonedeh source

selected.

BB-316 Announcement of source selection decision.
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The SSA shall ensure that:

(a) Advance information afhe source selection decision is provided, if requiredhim delegation afource selection
authority;

(b) Information needed for Congressional announcement is provided to SAF/LLER apreestablished tinfeee
5305.303); and

(c) Information needed for press releases is provided to the local public affairs office at the pre-established time.

BB-317 Notification and debriefings.
(a) Notifications. The contracting officer shall notify unsuccessful offerors in accordance with FAR 15.1002.

(b) Debriefings. Debriefingsshall beconducted in accordance wilAR 15.1004. Comparisons shall not be made to
other unsuccessful offerors’ proposals:

(1) Debriefings will be with only one offeror at a time and will not be conducted until after contract award;

(2) Debriefings will be conducted promptind frankly. When discussionsere held, anyweaknesses discussed
during the debriefing should have already been discussedhweitifferor inthe form of a CR or a DR with thexception
of weaknesses identified as a resultief BAFO response.The strengths angeaknesses identified ithe debriefing
should parallel those identified and documented by the SSET;

(3) A formal briefing (chartsand, if necessary, a script) will be prepared, coordinated with legal counsel and
contracting staffandapproved by th&SEB chairperson. gopy ofthe briefing chartand scripwill be provided to the
offeror on request.The offeror should be encouraged to subwiitten questions in advance. If written questions are
received, every effort should be made to either incorporate answers into the debriefing charts and script or provide written
answers at the time of the debriefings;

(4) Open discussionare permitted on argspect of the debriefings, including answers to written questions.
Discussions regarding the validity of either the requirement or the evaluation process shall be avoided;

(5) Offerors may asloral questionsduring debriefings in addition to written questions submitted prior to the
debriefing. Government personnel shall attempt to analguestions. However,the debriefing team shouthucus
before providing answers to any questions not provided in advance which are complex, unclear, or may potentially lead to
the release of proprietary afassified information. All answers provided must be consistent thigh information
presented to th8SAandcorrespond to the areas evaluadeding source selection. Occasionally, it may be necessary to
providethe offeror with a written response after the debriefing. A written record of the debriefing presentation shall be
made part of thefficial source selection file. A written summaryaif questionsandanswers shall also be retained in
the source selection file and may be provided to the offeror; and

(6) A written debriefingmay be conducted by providitige unsuccessful offerarith copies ofthe source selection
decision documerdandthose portions of thBAR that relate to thefferor’'s proposal.The contractingfficer maythen
permit the offeror to submit written questions. When written questions are permitted, they shall be answered promptly.

BB-318 Lessons learned.

Following contract award, personnel responsibletfa requiremenshall determine if publishing kessons learned
report would benefitthe source selection process. These reports should contain no source selection or proprietary
information, no reference to thepecific program involvedand be limited to pertinetigsuesthat may be beneficial to
future source selection actioasnd planning. The repofif prepared) should be provided to SAF/AQGIFough the
MAJCOM within eight weeks after the source selection decision is announced.

BB-319 Security requirements.

The SSET shall develop security procedures covering the entire source selection process (i.e., locking containers and safes
for classified, personnel clearances when required, telephone usage, atotdigposal of source selection generadath
which include proposals, etc.).
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PART 4 - SOURCE SELECTION DOCUMENTATION AND RELEASE OF INFORMATION

BB-401 General.

This partprovides guidance othe treatment afource selection documentatiamd therelease of source selection
information.

(a) FAR3.104 implements Section 27 of tiéfice of Federal Procuremefftolicy Act(41 U.S.C. 423) as amended by
subsequent National Defense Authorization Acts.

(b) FAR Subpart 4.8 prescribes requiremefus establishingmaintaining, andlisposing of contract files, including
source selection related documentation.

(c) DODD 5500.7, Standards of Conduct, sets forth standards of confluctAir Force personneljncluding
circumstances relating to business relationships.
BB-402 Source selection records.

(&) Source selection records include source selection information, as defiRéiR i8.104, and othedocumentghat
have a direct relationship to teeurce selection. Source selection information must be protutppropriately marked
in accordance witfrAR 3.104. Instructions for protecting source selection informadi@provided in BB-403. Source
selection records include, but are not limited to, the following documents:

(1) Any directions from headquarters regarding the requirement;
(2) If held, Acquisition Strategy Panel presentations (view graphs and text) and minutes;

(3) Source list screening criteriand theresults of the screening, including justificationfsy not issuing a
solicitation to specific sources;

(4) The approved Source Selection Plan;

(5) SSA delegation request and SSET chairperson nomination request;

(6) Evaluation criteria (as contained in the RFP);

*(7) Numerical weights assigned to the evaluation criteria (if used) and evaluation standards;

*(8) All orders or other documentation formally establishing SSET members and amendments to these documents;
(9) Messages and other notices notifying SSET and other source selection personnel of meetings;

(10) Record of attendance and a summary of proceedings of any pre-proposal conference;

(11) Request for proposal;

*(12) All proposalsand amendments or alternatim®posals submitted by each offenmicluding a summary of any
oral presentation made directly to the SSET;

*(13) Evaluation reports including narrative assessments and cost (price) analysis;

*(14) Deficiency reports, clarification requests, and offerors’ responses;

*(15) Any correspondence sent to offerors by the SSET during the evaluation and the responses to the corresponder
*(16) Company specific past performance information;

(17) All performance data and documentation used to arrive at performance risk assessment;

(18) The Proposahnalysis Reporand attachments;

*(19) All source selection presentations (view graphs and text);

(20) Source Selection Decision Document;

(21) Lessons learned report;
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(22) Records of attendance at source selection decision briefings;

(23) Schedules of source selection meetings; and

(24) Source Selection Information Briefing Certificates (see Attachment BB-10).
* Normally will require continued protection after contract award.

(b) Theestabishment ofsource selection records daest eliminate the requiremefar maintainingofficial contract
files required inFAR Subpart 4.8. It isalways necessary to protect source selection sensitive records to prevent
unauthorizedaccess or release tioe public. Becauseahere are separatablesandrules for each category in AFI 37-122,
Air Force RecordManagement Program, the locationatifdocuments shall be noted bge of a cross-reference index in
the official contract file.

BB-403 Protecting source selection records.

(&) In order to maintain theffectivenessand integrity of thesource selection process| information related to the
source selection must be handled with the utmost discretion to avoid any compromise.

(b) While thesource selection is in process, disclosure of source selection informatiereilusive responsibility of
the SSAand the contractingfficer (see FAR3.104). After contract awarthis authority isvested inthe responsible PEO,
DAC, or contracting activity commander for the specific contract or records involved. The responsible official may delegate
authority tograntaccessut, authority to release source selection information is nondelegable. Requestseks to or
release of source selection information and the authorizations granting access or release must be in writing.

(1) Access is defined as receiving a source selection recting égmformation in aource selection record or being
permitted to view a source selection record if the record is not physically retained by the requester.

(2) Release is defined as permitting a copy of a source selection document to be physically retained by the requester.

(c) In addition to the marking requirements FAR 3.104, source selection information must also be protected and
marked “For OfficialUse Only (FOUO).” The cover sheet format iAttachmentBB-11 may be reproducezhd used as
appropriate. Theover sheet should grinted onyellow paper when available. Classified source selection documents
must also be marked and protected as required by DODI 5200.1-R/AFPD 31-4, Information Se@urety Pro

(d) All persons involved inthe source selection procegscluding non-Government advisoend administrative
personnel) will be required to execute a “Source Selection Information Briefing Certifiedte® theyare giveraccess to
source selection informationThe SSET chairperson shall enstivat thecertificates fromall source selection team
members, including SSET members, enflectedandfiled with thesource selection records. (S&gachmentBB-10 for
the certificate format.)

(1) Only individuals who have satrict need-to-knowand have signed the proper certificatiomy have access to
source selection information. Need-to-know must be clearly establigfece anyindividual or activity isafforded
access to or release of source seledtiormation while thesource selection is in process or for a specific record after
contract award.

(2)  Under no circumstances will any advisor or member of the SSET or any other persornabhegg®gto source
selection information discugbe proceedings with any individual not a member ofsthece selection organization,
except as authorized in this appendix.

(3) Anyunauthorized disclosure or release of source selection information will be investigdiess appropriate,
treated under disciplinary procedures authorized by law or administrative procedures.

(e) Access to source selection sensitifermation must be strictly controlled all organizationalevels. Accessloes
not automatically extend to other individuals in the organizational chain of command of the individualewkolved in
the source selection.

(1) If the SSA desires to provide information to personbkigher organizationdevels, each of those individuals
must completehe certificatgsee AttachmentBB-10) and send it to the contractingfficer to include inthe source
selection records.
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(2) At the MAJCOM level, the MAJCOM Chief of Contracting is responsible for controlliragcess to source
selection information.

(H Even when source selection information fallghin the categories of materiafsat may be withheld from public
disclosure (i.e.a Proposal Analysis Report), each document, or portion of each document, must have an independent be
for exemption.

(1) Any questiongegarding public disclosure of information should be considered ceserby-case basis and
should be referred to the appropriate Freedom of Information Act advisors.

(2) Documentghatwould otherwise be exempt from disclosure may be subject to disclosure when incorporated b
reference in a nonexempt document (i.e., when a source selection document is incorporated by refeesresuiting
contract). Such data normally is releasdblwing contract award unlegkere is a compelling reasondeny release
(i.e., if it contains classified information).

(g9) When a proteshefore orafter contract award, hdmen lodged tthe General Accountin@ffice (GAO), General
Services Board of Contract Appeals (GSBCA), or other level in whielsecretariat or HQSAF is involved, anynd all
pertinent source selection documents shall be forwarded to SAF/AQCX in accordance with Subpart 5333.1.

(h) Requests for source selection information by CongresiseoGeneral Accountin@ffice (GAO) will be processed
underAFPD 90-21/AFI 90-201Air Force Relations with CongressdAFI 65-401,Air Force Relations witlthe General
AccountingOffice (GAO). These activities must be informed of the restriction against public disclosure of confidential or
proprietary information provided by offerors. DGIhd AirForce activities, such abke Inspector General (1G), auditor,
and otherspecially appointed activities must also obtain written authorityabwess or release in accordamdth this
appendix.
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ATTACHMENT BB-1 SOURCE SELECTION ORGANIZATION

SSA ORGANIZATION EXAMPLE:

SOURCE
SELECTION - ADVISORS

AUTHORITY (SSA)

SOURCE SELECTION EVALUATION TEAM (SSET)
*

C T
E

© C

N T H T

T E N E

R A | A

A M M -4
C

C

T A
L

* “TECHNICAL" refers to teams or panels necessary to evaluate the proposal using specific criteria
other than cost (price) or contract definitization. Examples might be engineering, logistics, management,
testing, etc.
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ATTACHMENT BB-2 SCHEDULE OF SOURCE SELECTION EVENTS

The following list of events are those which usually occur during a source selectiormiAsraim, the $urce Selection
Plan must include achedule of those events marked with an asteriskTte cumulative elapsed time will be indicated at
each of the events.

(1) Complete purchase request package is received.

(2) Personnel responsible fire requirement and contractipgrsonnel jointly develoghe proposed acquisition
strategy.

(3) Acquisition Strategy Panel (ASP) is convened (if used); SSA delegation is discussed.
(4) The contracting officer places a synopsis in the Commerce Business Daily.

(5) The AP/SAMP is prepared (if applicable).

(6) The SSA is appointed.

(7) The SSET chairperson is appointed and SSET members are designated in writing.

(8) The SSAand SSET memberare briefed on source selection duti@sd responsibilitiesand source selection
certificatesare signed. (See Attachmd3i-10.)

(99 TheSOW or PWSstandards, andvaluation criteria are writteand assessed for completeness, compatibility,
and feasibility.

(10) SSET chairpersofmay be delegated), in conjunction witle contracting fficer, prepares th&ource Selection
Plan.

(11) The Source Selection Plan is submitted to the SSA.
*(12) The SSA approves the Source Selection Plan. (Must be prior to RFP release.)
(13) The contracting officer prepares the solicitation.

(14) The local contrageview committee reviewthie solicitation. The contrantview committee membeanust sign
a source selection certificate if the RFP review contains source selection information.

(15) The contractingfficer provides a pre-proposal briefing to prospective offerors, if applicable. (May occur after
RFP release.)

(16) Solicitation is released.

*(17) Proposalsare receivedand checked for compliance with any statedteria such as page count. Evaluation
starts.

(18) Offerors make oral presentations (optional).

(19) Team members evaluate proposals against the staadarelgaluation criteria as stated in Sectioand M of
the RFP. Each team member evaluates all proposals.

*(20) SSET members preparefttiency reportaind tarification requestsind determine initialcolor rating. Initial
evaluations areompleted.

*(21) Competitive range determination and SSET initial evaluation briefingravéded to SSA.

*(22) Deficiency reportsand tarification requestsire eleased to each offerdetermined to be in theompetitive
range. [scussions begin.

(23) Responses to deficienaports and clarification requestsereceived and evaluated by SSET members.

*(24) Discussionsrecompleted.
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(25) Business clearance and legeview are completed; request for beahd finaloffer (BAFO) is released (if
appropriate).

*(26) BAFOs are received and evaluated.

*(27) SSET analysis iscompleted and Proposal Analysis Report (PAR) is prepared.
(28) SSET decision briefing is given to SSA.

(29) SSA makes decision.

(30) SSA Decision Document and updated PAR are signed by SSA.

(31) Contracting flicer preparesthe contract(sand allcontract review committeand legal reviews, etc., are
completed, i.e., contract clearance.

(32) SSA announces award and performddhiewing simultaneous actions:
- Inform headquarters if required by SSA delegation;
- Congressional announcement (if applicable);
- Public announcement (if applicable);
- Contract award; and
- Notification to unsuccessful offerors.
(33) Debrief offerors upon their request.
(34) Postavard or preperformance briefing is given to successful offeror.
(35) Lessons learned report (if prepared) is submitted in accordance with MAJCOM guidance.

(36) SSET close-owind teammembersaredebriefed. Debriefing Certificatese signed. SSEdlose-out includes
disposition of documents, i.e., disposal, contract files, or source selection information to secure storage.
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ATTACHMENT BB-4 SAMPLE SOURCE SELECTION PLAN

SOURCE SELECTION PLAN
FOR

[Insert title of effork

APPROVED DATE

SSA

COORDINATION DATE

SSET Chairperson

Project Officer

Local Director of Contracting

PCO

Contract Review Committee

Pricing

Legal

[Insert anyone

else desired. Remove

unwanted line$.

BB-30



AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

TABLE OF CONTENTS

Section Page No.

1. INTRODUCTION

2. SOURCE SELECTION ORGANIZATION

3. PROPOSED PRESOLICITATION ACTIVITIES
4. EVALUATION PROCEDURES

5. EVALUATION CRITERIA

6. ACQUISITION STRATEGY

7. SCHEDULE OF EVENTS

8. NON-GOVERNMENT ADVISORS

1. INTRODUCTION

[Insert a program or project overview and a description of the requirement. Include the total contract dollars including
any options, and period of performance. The introduction must be consigtetite acquisition plan and the Acquisition
Strategy Panel findingks.

2. SOURCE SELECTION ORGANIZATION

The source selection organization consistsh&f Source Selection Authority (SS&)d aSource Selection Evaluation
Team (SSET). Special orders, signed by the SSA, will be initiated which will estahlistentify the SSET members.
All members willdevotetheir time to thesource selection abe first order of business on a full-time basis, witihmal
day-to-day work and TDY secondary. $lee organization chart at Figure 1 page [nsert page numbgfor a list of par-
ticipants and their assigned positions.

3. PROPOSED PRESOLICITATION ACTIVITIES

(a) Screening Procedures

(1) Screening of potential sourckasbeen accomplished to ensufeat adequate competition is obtained while
limiting the potential number of proposals to be submitted to those contractors haviregeheary qualifications to ac-
complish the contract. The screenpropcess precludes encouragement of prospective sourcesashicbnsidered in-
capable of satisfying the Government's total requirements.

(2) The screening criteria listdublow werecontained in thesources sought synopsis publishedhia Commerce
Business Daily (CBD) onijsert daté. Those respondents to thgnopsis who meghe screening criteria are considered
potential sources fathis acquisition. Those respondents not meeting the screening criteria will be so notified by the
PCO. All respondents to thsaurces sought synopsis will be providedopy ofthe RFPand if a“non-qualified” firm
then submits a proposal, it will be evaluated without prejudice.

(b) Screening Criteria
To be deemed qualified, prospective sources must demonstrate the following:

[Insert the screening criteria listed in the CBD syndjpsis
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(c) List of Prospective Sources

[Insert a list of potential sources

4. EVALUATION PROCEDURES

The evaluation methodsndprocedures will conform withFFARS Appendix BB. The selection of theuccessful con-
tractor will be made by the SSA based on an integrated assessitenewéluation criteria established in Section M of the
RFP as follows:

[Insert description of evaluation approach and ranking of criferia

5. EVALUATION CRITERIA

The evaluation criteria are as follows:

[Insert Section M, Evaluation Criteria, from the RFP

6. ACQUISITION STRATEGY

[Insert a discussion regarding ASP recommendations, number of contracts to be issued, contract type and rationale
therefore, and a discussion of any draft RFPs issued and the results of any draft REPF issued

7. SCHEDULE OF EVENTS

The schedule for this source selection is presented below:

Sources Sought Synopsis Published DD MMM YY
Acquisition Strategy Panel Held DD MMM YY
Acquisition Plan/SAMP Approved DD MMM YY
Source Selection Plan Approved DD MMM YY
RFP Release Briefing DD MMM YY
Receive Proposals DD MMM YY
Initial Evaluations Complete DD MMM YY
Competitive Range Briefing DD MMM YY
Issue CRs/DRs DD MMM YY
Discussions Complete DD MMM YY
Receive BAFO DD MMM YY
Decision Briefing DD MMM YY
Contract Award DD MMM YY
(Period of Performance) DD MMM YY-DD MMM YY

8. NON-GOVERNMENT ADVISORS

[Address the use of any non-Governmental advisors in the source sdlection.
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ATTACHMENT BB-5 SAMPLE SOURCE SELECTION EVALUATION GUIDE

(May be tailored to fit complexity of the acquisition or
eliminated if other structured evaluation approach is used)

SOURCE SELECTION EVALUATION GUIDE

FOR

[Insert title of efforf

I have reviewed this document for accuracy and completeness and agree
with the proposed Source Selection Evaluation Guide.

PCO

PROJECT OFFICER

SOURCE SELECTION OFFICER

| approve this Source Selection Evaluation Guide.

SSET CHAIRPERSON
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TABLE OF CONTENTS

List of Abbreviations

1.

BB-34

INTRODUCTION
a. General
b. Responsibility

SOURCE SELECTION ORGANIZATION
a. Organization
b. Description of Responsibilities

. SECURITY

a. General

b. Management

c. Procedure

d. SSET Personnel Duties

e. Office Security Manager Duties
f. Accountable Officer Duties

g. Certifications

. ADMINISTRATION

a. General

b. Evaluation Area
c. Proposal Control
d. Classified Material
e. Working Hours

f. Schedule of Events

EVALUATION PROCEDURES

a. General

b. Proposal Evaluation

c. Presenting the Evaluation Results
d. Discussions/Negotiations

e. Best and Final Offer

f. Final Evaluation and Decision

EVALUATION CRITERIA/STANDARDS
a. Structure of Proposals

b. Evaluation Criteria

c. Evaluation Standards

. BRIEFINGS/REPORTS/DECISION DOCUMENT

a. Briefings
b. Reports
c. Decision Document

Page No.
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LIST OF ABBREVIATIONS

[Insert any others that apply to the source selegtion

ACO .o, Administrative Contracting Officer
AO ..o Accountable Officer
BAFO.....oovviiiiiiiiieeeeeeeee Best and Final Offer
CRIDR.....covviviiiiiiiieeeeeeee Clarification Request/Deficiency Report
DCAA ... Defense Contract Audit Agency
FOUO......ooiiiiiiiiiieeeeeeee For Official Use Only

GFP i Government-Furnished Property
OSM..coiiiiiiiiiii e, Office Security Manager

O @ Procuring Contracting Officer
PPl Proposal Preparation Instructions
RFP..ooviiiiiiin Request for Proposal

SSA Saurce Selection Authority
SSB.iii Saource Selection Board

SSET it Source Selection Evaluation Team
SSEG..cii it Source Selection Evaluation Guide
SSO i Source Selection Officer

SSP Source Selection Plan

EVALUATION GUIDE
1. INTRODUCTION

(a) General:

This guide is preparefdr personnel selected to evaluatkerors’ proposals in a negotiated competitheguisition. It is
also for use by Government advisors involvedhasource selection proces3he SSET chairperson will alse this
guide to manage the evaluation effort and to control the quality, integrity, and comprehensiveness of the process.

(b) Responsibility:

This guidecites many of the responsibilities of the SSET. Each evaluaiior will help prepare the foundatidor the
total assessment of the individuaferors. It is, thereforadmportant that inputs bprofessional, concise, unbiased, and
based on the criteria and standards provided. Even though the evaluation is being performed on a schedule, quality is r
importantthanschedule. Under no circumstances will anyone be excusedttimrboarduntil authorized by th&SET
chairperson. Advisormay be recalled to assesféerors’ responses to CR/DRs issuedity contractingfficer. At all
times, the team membeasid advisors will be responsive the requirements of the SSET chairperand use théorms,
formats, and procedures contained in this appendix.

2. SOURCE SELECTION ORGANIZATION
NOTE: This section must be the same as the SSP.

(a) Organization:

The source selection organization consistsh&f Source Selection Authority (SS&)d aSource Selection Evaluation
Team (SSET). Special orders, signed by the SSA, will be initiated which will establiSleuhze Selection Board (SSB)
andidentify the Government board members. All board membersdeilbtetheir time to theSSB aghe first order of
business on a full-time basis, witlormalday-to-day worland TDY secondary. Seée organization chart at Figure 1 on
page [nsert page numbgfor a list of participants and their assigned positions.

(b) Description of Responsibilities:

(1) TheSSA is responsible fanaking the Sourc&election decisiorand for the overall conduct of th®ource
Selection as welks, approving in writing, the appointment of Smirce selection evaluation personaedl chairperson;
reviewingandapproving, in writing, the SSP; authorizing release of the solicitation; approving the contréfaters o
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determination to excludefferors fromthe competitiverange; requesting approval frommgert SAF/AQ if an executive
progran] in all cases where it is necessary thoe contracting fficer to reiterate a call foBAFO; anddocumenting the
selection rationale.

(2) TheSSA advisorare Government personnelstaff level. Their responsibilities are tprovide source selection
procedural advice tthe SSAand theSSETand attend afldry run” andformal briefings to th&&SA. SSA advisors will
not determine strengttendweaknesses, establisfitial or final assessments of risks, or actually rateamk offerors’
proposils.

(3) The SSET consists of a SSET chairperson, contract team, technical team, Perf@®islkanealysis Group
(PRAG) (optional), SSA advisors, Government advisangl arecorder. The SSET will evaluate proposals, prepare a
comparative analysis of the evaluatioasd prepare Rroposal Analysis Report (PARuUmMmarizing the strengths,
weaknessesand risks ofach proposaland their resultant ratings. Ea8BET component's (SSA advisor's
responsibilities are as stated above) responsibilities are as follows:

(i) The SSET chairperson’s responsibilities are to prepare a SSP; prepéee; and approve a SSEG which
contains the proposal evaluation standarelgewthe solicitation prior t&RFP release; conduct anientation briefing
for all board members; reviewhe contract and techniciam’s assessments of tléferors’ proposal; review
assessments of performance risk; prepare the BAR;prepare, isonjunction with the PCO, th8ource Selection
Decision Document.

(i)  The contract team’s responsibilities are to coordinatelévelopment ofhe solicitation, conduct pre-proposal
briefings, prepare aost (price) analysis dhe offerors’ proposals, conduct negotiations or discussions, evaluate all
other contracting factors such afferor's contractterms andconditions, conduct preawarslirveys if required,
definitize the contract, and debrief unsuccessful offerors. The team chief, who is the PCO, is resporesiola doall
proposals, issuinddRs and CRs, conductingall written and oratliscussionsand making theompetitive range
determination (with the approval of the SSA). The price analyst is respofmildasuring thatostsrelate to the
proposed work, assessitige associated costsk by evaluating th@robability of experiencing future cost variances
from those propose@nsuringuse of independeibst estimateand theconcept of most probable cost in assessing the
realism ofcost proposalsandcalculating most probable cost the Government using the technical risks identified by
the technical team. The contract team will prepare a report which includessthar price analysis to be used by the
SSET for preparation of the PAR.

(i) The technical team’s responsibilities are to establishbtmds for technical evaluation of proposaleyelop
evaluation criteria, establish the relative order of importance of the crdadarovidethis information to the contract
team for inclusion irthe solicitation. After receipt of proposals, the technical team will rate the technical areas, items,
andfactors ofthe proposalidentify and prepar@roposal deficiency reports (DRai)d/or clarification equests (CRs),
and prepare narratives for technical evaluation reports. The technical team will also ensure that the contract team price
analyst is informed of the risk areas and GFP impact. The technical team will also assist the price analyst in arriving at
a judgment of the cost impact which may result thereby arriving at a most probable cost for an offeror’s total effort.

In support of the contract team price analyst's efforts to generate a most probatieterosination for eacbfferor,
the technical team will submit manpower evaluations immediately precedingcamibetitive range anddecision
briefings. The technical team’s manpower evaluationsffefors’ proposals will be compared ttee progranoffice
estimate of the manpower required each major task ithe SOW. The technical team will prepare a written report
documenting the results of the evaluation of the proposals against the standangsetb liythe SSETfor preparation
of the PAR. The final function of the SSET will be to prepare a lessons learned report for submission to the SSO.

(iv) If used,the PRAG’s responsibilitiesre toconduct an in-deptieview and evaluation of performance data
provided by offerorsand obtained from other sources to determiev closelythe work performed relates to the
evaluation areas and items to be assessed. They will confiranugsesent performance identified by thigerors in
the proposals, obtain additional pastd present performance data, rate past present performancegssess
performance risk with respect to evaluation aread items, briefthe results of th®@RAG evaluationprepare
appropriate documentation BRAG analysis for use lige SSETfor preparing thd?AR, andprovide consultations on
performance risk assessments as required by the SSA.
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(v) The Government advisors’ responsibilitiese toobjectively review offerors’proposals in a particular
functional areaand provide commentsnd recommendations to the SSEThey will not determine strengths and
weaknesses, establish initial or final assessments of risks, or actually rate or rank offerors’ proposals.

(vi) The recorder’s responsibilities as the administratifieer for the SSET are to support adiry run” and
formal meetings of the SSEAndbriefings to the SSA; prepaenddistribute special orders féihe establishment and
dissolution of thesource selection board; performarmalsecurity duties aghe office security managegccount for all
certifications; ensure typing suppdityms, andsupplies aravailable;maintainlogs; controlthe files, the proposals,
the documentatiorand thestatus of completion of evaluations; assist the PCO in receiwviagking, andbreaking
down proposalgprepare briefing charts; and prepare a lessons learned report for the SSET chairperson’s signature.

SOURCE SELECTION ORGANIZATION

[Insert “wiring” diagram herg

Include on the organization chart the names of individieal®ach othe following: SSA, SSET leairperson and vice
chairperson, technical team, contract te®RAG Team, Government advisomnd therecorder. Where advisors names
are not known include the number of individualsclude office symbols only for the SSA advisors.

3. SECURITY
(a) General:

The security of the evaluation procedures is of extreme importance. The disclosure of the proceedings, evaluation res
or proposal information can result in special appeals or prdtesdtsould delaythe program andmbarrass the Aiforce,
not only in the selection under consideration, but also in fuldreForce dealings with industry.The unauthorized
disclosure of evaluation or proposal information will be investigatadiviolations will be processed in accordance with
applicable Air Force regulations.

Since classified documengse sometimes involved in source selectioasd sinceall source selection information is
handled as “FoPfficial Use Only (FOUO)” material, all SSET participants are requireccéntify their familiarity with
security regulations. DODD 5000.7 is also included in the certification because of contractor involvement in the process.

(b) Management:

Internal security forthe source selectiorarea will be carried out by the recorder. The recorder will also be the
accountable officer (AO) and office security manager (OSM) for all classified material.

(c) Procedure:

Source selection personnel otlthan thePCO and/orbuyer will not discuss contractual matters such as PPI status,
proposals, number or identity of offerors, discussions, negotiations, and award of contracts with prospective offerors.

(d) SSET Personnel Duties:

All information contained in the proposals or pertaining todherce selection process is sensitiuring the period
betweerthe receipt of proposatmdnotification by the PCGhat anaward haveen madeall SSET personnel (including
advisors) will ensure that:

(1) Details of the acquisition activities are not made knowmglly or in part, toanyone othethan authorized
personnel;

(2) Any attempt by an offeror to alter a technical proposal already submitted will be referred to the PCO;

(3) No information will be provided to an individuafferor which may improvehe offeror's position to the
disadvantage of a competitor;

(4) There is no discussion of any aspect of the selection activity outside the source selection area;

(5) Briefcases, folders, etc., will not be brought into the source selection area, but will be left at the entrance with tf
recorder;
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(6) Materials will not be removed from the source selection area except with the permission of the SSET chairperson
or a designee;

(7)  There will be at leagtvo peoplepresent at all times in treource selectioarea during SSE&ctivitiesand one
of those must be the recorder or the alternate;

(8) All waste papecontaining proposal or evaluation notes or data willlisposed of as classified waste in proper
containers in the evaluation area;

(9) All classified material is handled in accordance with applicable regulations and DD Form 254; and

(10) Unclassified documents, recorasyd reports associated witthe selectioprocess will be designated “Source
Selection Sensitive, For Official Use Only, Source Selection Information—Se& BAR " andwill be handled pursuant
to DODI 5200.1-R/AFPD 31-4, Information Security Program.

(e) Office Security Manager (OSM) Duties:

The OSM is required to perform the following duties:

(1) Verify that all SSET members have clearances commensurate with the highest classification of material
processed by the SSET;

(2) Conduct a security briefing for all SSET participants prior to the initiation of evaluations;
(3) Monitor classified documents to ensure proper protection;

(4) Securely attach to the outside top of each classified container the Standard Fo®edidity Container Check
Sheet,” and annotate daily;

(5) Checkall working areasind classified storage containers as required to enharteall classifiedmaterial is
secure. The following are detailed procedures (duties):

(i) Each container of SSET material will becurecandcheckeddaily and, if aclassified container, annotated by
the user; and

(i)  The OSM or the designee will double-check and annotate the AF Form 702 and AF Form 701;
(6) Furnish security advice and guidance to source selection activity personnel; and
(7) Recommend to the SSET chairperson ways that security may be improved.

(H Accountable Officer Duties:

The AO is required to perform the following duties:
(1) Control accountable Secret and accountable Confidential material within the SSET;
(2)  Supervise the receipt, transmittal, and destruction of classified material;
(3) Set new combinations for each container used for the storage of classified material;

(4) Recordandfile combinations ohll security containers used bye SSET.Recordthe names of thogeembers
having knowledge of the combinations. AF Form 502, “Persons Responsible for Safe,” will be used for this purpose;

(5) Periodically conduct review of classified material as needed to ensure control;

(6) Conduct a final review of all classified material upon termination of the selection proceedings;

(7) Dispose of all excess classified material upon final adjournment of the SSET; and

(8) Pursuant to normal security regulations, reset combinations of classified storage containers prior to turn-in.
(9) Certifications:

Three certifications are requiredaf SSETmembers. These certifications are $Ecurity, (2) Conflict of Interest, and
(3) Disclosures.
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The completed forms are retained in the SSET files by the recorder.
(1) Security:
All participants certify they have read and understand AFPD 31-4.
(2) Conflict of Interest:

All participants will certify that they do not possess nor control any financial or other interest in the competing offerors
Where a possible conflict afterest exists, the participant will reveal the detailsdnfidence tadhe SSET chairperson
for a determination in conjunction witthe legaloffice. If a conflict or thepossible appearance of one exists, the
participant will be excused from the SSET. Where no conflict is determined to exist, the participant is so informed.

(3) Disclosures:

All information concerning action of the SSET including its membershifasirce Selection Sensitive, For Official
Use Only, Source Selection Information—See FARL04.” The contractingffice, the requiringagencyand their
headquarters as applicable, and/or HQ USAF will be informed by the SSET via a letessaigehat asource selection
is in progresand thaindividuals are not taliscussthe acquisition with contractors. Participants are not to relay SSET
information to theirsuperiors unlestheir superiors arefficial members of, or advisors tthe SSET. Discussion of
proposals, evaluations, or assessments must be confined to the areas ddeigeatduation, deliberationand official
meetings. Even after a selection/awdias been made, discussion eficcessful or unsuccessful proposals, or any
evaluation of proposals, is not permittethis restriction continuesntil thefile is destroyed, which is typically spears
after completion of the contractHowever,after an award haseen madethis doesnot restrict the programffice from
providing support personnel with information on the winner that is needed to carry out their responsibilities.

4. ADMINISTRATION

(a) General:

As indicated elsewhere, the conduct, managenagcompletion of the evaluatioprocess ighe responsibility of the
SSET technical team chief. While this is true, a substantial amoaabpération from participants ieecessary for timely
andaccurate evaluations.

(b) Evaluation Area:

The evaluation area will be imfert room #, bldg}# The recorder will be given a tour of the roamdgiven theroom
key oneweekprior to proposal receipt to prepare the room. flles will be concentrated in orerea of the roomChairs
andtables will bearranged so as to lm®nducive to undisturbed deliberatioithe door tothe pom will remainclosed
except for entnandexit andwill be locked wherthe area is unoccupiedveryone whenters andeavesthe area must
sign in andout on the log provided by the recorder. Total isolation istgective. All discussiongertaining to the
evaluation will take place withithis room,exclusive of briefings téthe SSA orthe Program Manager or other briefings
authorized by the SSA. Nmrtfolios, folders, or non-source selection informatiway be broughinto the area unless the
material is necessary for evaluation. Such determinations will be made by the recorder. All other material will be deposit
at the entrance arrdclaimed when leaving the area. Incoming phoeesages will be relayed the recorder. A limited
number of phones are available for official calls. Additional instructions onsthefthe evaluation area will be circulated
and posted prominently. The recorder controls the numberkefs issued for access tthe evaluation areand is
responsible fotheir accountability.

(c) Proposal Control:

All proposalsreceived will be marked by eopy number and thefiled by volume. A control log for distribution of
sections or volumes will bmaintained by the recorder. The recorder will be responfibliggingthe proposals in and
out forthe evaluators’ useAccessapproval will be checkegrior to checking out proposals to any person connected with
the evaluation activities.

(d) Classified Material:

Specific containerareprovided for classifiednaterial. They will be marked so thegre easily distinguished from those
provided for unclassified source selection sensitive informatiBarticular care must be exercisedtie disposal of
classified wasteand theclassification, where necessary, tbe individual evaluationsAny questiongoncerning the
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classification of any material should be referred to@$M or AO. Discussion of classified information should take place
in areas segregated from unclassified discussion areas.

(e) Working Hours:

The source selectioarea will be open 0730-1730 houkdpndaythrough Friday. Imay be necessary to increase hours
of operation in order to meet ttswurce selection schedule. Such rescheduling will be announced in aduathcthe
cooperation of all participants is expected. Should personnel wish to extatad/theffort, they will notifythe recorder or
alternate who will then remain as long as necessary.

() Schedule of Events:

The daily schedule for this source selection is presented below:

DAILY SCHEDULE OF EVENTS

EVENT DAY OPR

(Est. days -

enter date

DD MMM YY)
Receive PR -170 PCO
Sources Sought Synopsis Issued -156 PCO/PO
Sources Sought Synopsis Published -150 PCO
Receive Contractor Qualification Statements -120 PCO/PO
Evaluate Qualification Statements Completed -110 PCO/PO
Acquisition Strategy Panel Completed - 80 PCO/PO/PK
Request for SSA Delegation from SECAF - 80 SSO
Start Acquisition Plan/SAMP - 80 PCO/PO
Start Source Selection Plan (SSP) - 80 PO/PCO/Rec
Start Draft RFP/RFP - 80 PCO/PO
Start Source Selection Evaluation Guide (SSEG) - 80 PO/Rec
Start Orders - 80 Rec
Draft RFP to Industry -75 PCO/PO
Receive Comments from Industry -45 PCO/PO
RFP toContract Writing -42 PCO/PKXB
Solicitation Review Board Completed -28 PCO/PO
RFP toContract Writing for Changes -21 PCO/PKXB
RFP Review Complete -16 PCO/PKC/JA
Issue Notice of Contract Action -16 PCO
Notice of Contract Action Published -10 PCO
AP/SAMP Approved -02 PCO/PO
SSP Approved -02 PO/Rec
SSEG Approved -02 PO/Rec
Orders Approved -02 Rec
Complete RFP Rel Brief Charts/Exe Mgt Sum Ltr - 02 Rec/PO/Chair/PCO
RFP Release Briefing to SSA -01 Rec/PO/Chair/PCO
Exe Mgt Sum Letter Signed by SSA -01 PCO
RFP Released 0 PCO
Receive Contractor Questions/Comments + 10 PCO/PO
Issue RFP Amendment If Required +15 PCO
Receive Performance Volumes + 15 PCO/Rec
Release Performance Questionnaires + 15 Rec
SSET Orientation Briefing Charts Completed + 20 Rec/Chair/PO
SSET Orientation Briefing +21 Rec/Chair/PO
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Proposals Received & Checked + 30 PCO/Rec
Request Audits/Preaward Surveys +31 PCO

Eval Offeror A/Write Narr/DR/CR/RA/S&W +31 TT

Start Consolidated Lists of NARR/DR/CR/RA/S&W + 33 Rec

Eval Offeror B/Write Narr/DR/CR/RA/S&W +33 TT

Eval Offeror C/Write Narr/DR/CR/RA/S&W + 35 TT
Complete Consolid Lists of NARR/DR/CR/RA/S&W + 36 Rec

Review & Rate Consolid DR/CR/RA/S&W + 40 TT

Issue Ltr For Competitive Range Briefing + 40 Rec
Prepare Draft Color/S&W Charts + 45 Rec
Receive Performance Information/Questionnaires + 45 Rec/PRAG
Performance Risk Assessment Completed + 46 PRAG/Rec
Prepare PRAG Performance Charts + 46 PRAG/Rec
Start Writing PAR + 46 PO/Rec

Start Writing Lessons Learn&kport + 46 Rec/PO/Chair
Complete Competitive Range Briefing Charts + 46 Rec/PO
Competitive Range Briefing Dry Run +47 TT/Chair/CT/PRAG
Correct Competitive Range Charts +48 Rec
Coordinate CR/DR with JA & SSO +48 TT/ICT
Competitive Range Briefing to SSA +49 TT/Chair/CT/PRAG
Release Ltrs to Ktrs Outside Competitive Range + 50 PCO
Release Questions to Ktrs In Competitive Range + 50 PCO
Prepare Contract(s) + 50 PCO
Receive Ktrs Responses to Questions + 60 PCO
Start Contracts &iew + 61 PCO

Evaluate Responses to Questions + 62 TT/Chair
Prepare Questions for Discussions + 63 PCO/TT/PO
Receive Audits/Preaward Surveys +71 PCO
Complete Contracts Review +71 JA/IPKC
Contract Ready for Offeror Signature +73 PCO
Discussions with Offeror A +74 TT/CT/Rec
Discussions with Offeror B +75 TT/CT/Rec
Discussions with Offeror C + 76 TT/CT/Rec
Request BAFO + 77 PCO
Receive BAFO + 84 PCO
Evaluate BAFO + 86 PCO/TT
Prepare Decision Briefing Charts + 86 Rec/PO

Issue Letters for Decision Briefing + 86 Rec
Complete PAR + 87 Rec/PO
Send 1279 Report + 87 PCO
Prepare Decision Document + 89 Rec/PO
Decision Briefing Dry Run +91 TT/Chair/CT
Correct Decision Briefing Charts + 92 Rec
Decision Briefing to SSA/Contract Award +93 TT/Chair/CT
Decision Doc Signed by SSA + 94 TT/Chair
Complete Lessons Learned Report +94 Rec/PO/Chair
Manual Approval +101 PCO
Contract Award +101 PCO/PKXB
Notifications to Unsuccessful Offerors +101 PCO

Issue Notice of Contract Award +101 PCO
Postaward Conference w/ Successful Offeror +110 PCO/PO
Debriefings (Upon Request by Offeror) PCO/TT
Source Selection Closeout +115 Rec/PKXC
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Chair = SSET chairperson

CT =  Contract Team

JA =  JAG (Legal Office)

PCO =  Procuring Contracting Officer

PK =  ASP Chairperson

PKC =  Procurement Committee

PKXB =  Operations

PKXC = Competition Advocacy Representative
PRAG = Performance Risk Analysis Group
PO =  Project Officer

Rec =  Recorder

SSO =  Source Selection Officer

TT =  Technical Team

5. EVALUATION PROCEDURES
NOTE: This section must track to the section in the SSP.

(a) General:

The evaluation methodand procedures will conform wittAFFARS Appendix BB. The selection of the winning
contractor will be made by the SSA based on the SSET's total assessment of the evaluation criteria established in Section M
of the RFP.

(b) Proposal Evaluation:

(1) Technical Team:

(i) Each evaluator will evaluate each proposal in its entifety each itemand factor in the technical and
management volumegven if the item andactor is outsidethe evaluator's area of expertise. The evaluator's
understanding of the entire proposal will prevent the evaluator from making mistakes in interpreting the evaluator's
area of expertise. Also, it is not uncomnfon an offeror to propose mutually exclusive approachestaslkain two
different portions of the proposal and the evaluator can help to discover them.

(i) Each portion of a proposal must be evaluated against a related standard identified in the Evaluation
Criteria/Standards section of the SSEQ@hat standard must remain constdot each proposal to prevent the
possibility of comparing one proposaldnother. A proposal should meet themimum requirements. If this done,
the offeror should be able to perfortime work being contracted in an acceptaflanner, on time, and withicost. If
any requirement isxceeded ithe proposaland thagxcess is advantageoushie Government, the evaluationtbht
proposal must include tHactsandreasons behind theigh evaluation given. Likewise, any portion thie proposal
that does not meet the minimum requirements must be individually evahrategported to the SSET. The evaluator
must assess the possibility of the offeror correcting the problem tothkmfferor's proposal to meghe requirements
and provide the assessment to the contract team price analyst if manpower or cost are affected.

(i) Evaluators will identify deficiencies found in eadfferor's proposaknd record them. A‘deficiency” is
defined as anyart of anofferor's proposal which, when comparedttee pertinent standard, fails to meet the
Government’'s minimum level of compliance. Examples include: proposed approach which poses an unacceptable risk,
omission of data which makes it impossible to assess compliance with the standard for that requirement, or an approach
taken by arofferor inthe design of itsystem or projeawhich yields a performance whichrnet desired. Failure to
respond to a criterion is deficiency. A deficiency givethe offeror the opportunity taevisethe offeror’s proposal.
Deficiency reports will be provided the offerorsremaining in thecompetitiverangefor proposal amendmeand/or
correction.

(iv) Evaluators will identify those aspectstbfe proposal which require clarificatiamdrecord them. Examples
of items requiring clarification are: minor irregularitiasd informalities or apparent clerical mistakes which do not
give the offeror an opportunity to revise or modifg proposal. Clarification requests shosgpekcifically identify the
aspect of theofferor's proposal for which clarification is required. tlfe offeror choosesot to answer a question,
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would it affectthe rating of thefferor’'s proposal? Ithe answer iges,then theissue should be a deficienaypt a
clarification. A clarification can potentiallpecome a deficienclf, when theofferor explains the clarification, what
initially seemedinsignificant is really a major problem. A clarificatiatoes not require a weakness on the
Strength/Weakness charts. Clarifications alone will not normally changerating. Clarification equests will be
provided to the offerors remaining in the competitive range at the same time aefidiemcly reports.

NOTE: Deficiency reportsand tarification requests provided to offerors dot have to be in question format with a
guestionmark at the end of the statement; “Explgour procedure for XYZ” will gethe point across agell as “What
software willyou use to evaluate ABC?"Evaluators must be concerned about technical leveling wiegraring questions
(i.e., don't lead thefferor tothe correct answerjijoweverthe questions must Isefficiently direct to telthe offeror what

to respond to. Ask thefferor to explain the merits of thegroposed method/software/procedure AB®t why
method/software/procedure DEfatwas used by companingert company nanpevasn’t proposed. Ihe offeror failed to
completely answepart of aPPI criterionspecifically identifythe information required, do neimply statethat the
offeror'sanswer to PPI criterion isert numbédrwas vague.

(v) Evaluators will also identify strengtlasmdweaknesses for each offeror’'s propoapgroach for each item and
factor. The significant strengtlamdweaknesses will be presented on Strength/Weakhests(see sample attached).
Evaluators should remember that every weakness reported on the Strength/Weakness charts requires a deficiency.

(vi) Evaluators will assess each proposal's technical quality record the assessment with the appropriate
strength and/orweakness. These assessments will be app@gainst thespecific criteria reflected on the
Strength/Weaknesharts.

(vii) Evaluators will evaluate the houmoposed inthe manpowevolumesagainst theproject officeestimate of
what is required fothe job, asthatjob isproposed byhe offeror. Each proposal ibkely to look atthe job differently;
therefore, each will have a different manpower requirement. The evaluatonlyitoncern himselvith the proposal
at hand and natompare the manhours required in a different approdtis evaluation will becoordinated with the
contract team price analyst.

(viii) Evaluators will identifyand assesshe technical riskassociated with each offeror's proposdlhe areas of
risk which must beassessedre those relevant tbis effort such as cost, schedubmd technicahspects of the
program. Although, as a part of the@iroposal, offerorsare required to submit a risk analysis which identifies risk
areas and theecommended approaches to minimize the impact of these risks on the sweralis othe program,
evaluators are required to make an independent risk assessment.

In evaluating the technical risk, the evaluators must consider the proffieerassessment and tbéeror's assess-
ment andnake an independent judgment of grebability of successhe impact of failureand thealternatives avail-
able to meethe requirementsRisks may occur as @sult of a particular technical approachsetection ofcertain
materials,processes, equipment, etc., which megult in cost, schedule, or economic impacts. Additional risks be-
come apparent when a given approach is estimated to result in marginal operational performance. Cemainbésks
known to exist in the program at the time that the solicitation is released. taskisthe proposals must not be penal-
ized merely because tife existence of these particular risks. Measuremeattoafptability must consider bathe ap-
proach proposedhe alternatives availabland any back-up solutions describedtlwe proposal.Risk assessment
forms will be submitted to the contract team price analyst along with the manpower evaluation forms. The risk defin
tions in AFFARS Appendix BB will be usedingert definitions verbatiin

(ix) The evaluations will be conducted using the following steps:
Step One: Read the SOW, the SSP, and the SSEG.
Step Two: Read the entire proposal.

Step Three: To begin the evaluation of the first factor, open the SSEG to the section on st@wfardsuriting
the evaluation narratives, understand the following guidance.

In this iteration of theeview process, be fairly “picky.” Several relativsipall complaintanay begin to show a
general trend whiclkould be combined into a singkeakness upon completion of theview. hclude proposal, PPI,
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or SOW page and paragraph numbers as a reference in the remarks. The refarebheeseful in resolving disputes
over interpretation. Now, comment on the proposal as follows:

Summarize, on the evaluation narrative forms ahequacyof the offeror’s approach to the whole factor. Do not try
to use this space to summangeatthe offeror proposed unless to make a specific point.

Next, comment on the offeror’s specific performance regarding each SSEG standard in this factor. “OK” is sufficient
if the offeror simply meets the standard. “Evaluator not qualified” is a reasonable comment when appropriate. But, if a
strength oweakness is identifiednnotate it using complete sentences to desthibesituation, ancthake strengths
andweaknesseslear to the chaperson. Label it a ®tngth orweakness (S or W) ithe left margin. If it is afairly
significantwealness, write a brief statement aghe potential negative impatttat it could have orthe program, and
write a candidate eficiency report (DR) to gwith it, using the dficiency reportdrm. Each candidate DR should
include a PPl and SOW reference. Significant strengths should be accompanied by a brief statethertieasefi to
the Government, such asduces operating cost, reducsg, increases performanac.,and adiscussion ofvhy it is
a benefit. List questions, the answers to whiguld help in completing the evaluation of the factor. These are
candidate clarification requests (CR), recordedhan clarification equestsdrm, whichmay besent to theofferors.
Label the DR or CR in the left ngin.

If something in theofferor's approactthat introduces an element of risk with regard to tifeeror’s ability to
accomplish thgob, orwhich mayeffectschedule or cost, explain whhe risk is andvhy it could affecthe program;
record it on the risk assessment form.

Now go back and prioritize the strengths and weaknesses.

Write DRs or CRs foeachweakness aboveWrite strengths/weaknesses for each DR. Staple the evaluation
narrative,weaknessand dficiency reporttogether in a set. Do thifer each deficiency. Staple the evaluation
narrative andlarification request together in a set. s for each clarification. Staplkbe evaluation narrative and
strength together in a set. Do this for each set.

Be sure the top of the evaluation narrative form is filled in with the evaluator’s name, the faatéfiertire etc., and
turn it in to the recorder or appropriately designed per3dese forms do not need to be typed, just legible.

Repeat this procedure for each factor.
Repeat this procedure for each proposal.

Step Four: Consolidate the strengths and weaknesses for each offeror. The recorder should start working on the first
proposal when the evaluators are working on the next proposal. The recordercshsoliiateall the strengths and
weaknesses by item/facteither on the Strength/#@dkness charts or on easel paper so the megymworkthrough the
wording, validity, severityand ranking of théssues. Then,oncethe proposals hawal been evaluatedhe evaluation
team can immediately start working on determining the colors and the ranking of bullets. Make one person responsible
for recording the wording changes and ranking (not necessarily the recorder).

NOTE: Do not comparefferors. If two offeroradid the saméhing, usethe samavords to describéhe problem or
strength andgive it the same emphasis. Thigves out what the trudifferencesare between twasimilar sounding
evaluations.

(2) Performance Risk Assessment:

The PRAG ewaluators will identifyandassesshe performance riskassociated with each offeror’'s propossing a
Risk Assessment form. Performandsk assesseshe offeror's presentand pastvork record to determine the
probability of successfully accomplishing what has been promised in their proposal.

The areas of risk which must be assessed are past and present performance, including maradgagnelevant
to this effort. Past and present performance must demonstrate an ability to achieve maraigjectigas as shown by
performance on related Government efforts. Cost performasicavill be assessed fall contractypes. For firm-
fixed-price (FFP) contracts; howevéhe analysis will béocused onthe contractor'€ost management record and
program impact caused by change orders, claims, requests for equitable adjustntentgthesubsequent cost
increases that occur throughout the life of the FFP contract.
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Data on theofferor's performancgincluding that of criticalsubcontractors or teaming contractors which will be
separately identifiablend documented) will be obtained from sources suclthasAFMC Contractor Performance
Assessment Report (CPAR) system (obtained from an ARMGter representative); information obtained from
guestionnaires sent to the ACO, PCO, angfoject officers;preawardsurveys;Contract Alert List;and Contractor
OperationsReviews. Each performance evaluatiand riskassessment will consider the numlaerd severity of
problems, theeffectiveness of corrective actioteken, and theverall work record. The assessment of performance
risk is not intended to be a simple arithmetic function obfferor's performance on leést of contracts, butather, the
information deemed most relevaamtd significant by th®RAG will receivethe greatest consideration. In tduest
area, thePRAG should give more consideration to efforts dwnilar end itemsgfforts during a similar phase of
acquisition cycle, and efforts with similar contract types. The following definitions of performance risk will be used:

[Insert verbatim performance risk definitions from AFFARS Appendjx BB

(3) Contract Team:

The contract team price analyst will evaluate the manpanecost aspects of each offeror’'s proposal to determine
thatprices are faiandreasonable. Cost proposals will be revieweteims of mathematical correctness, relevancy,
completenessand realism. After evaluations of the technicaind management arelagve been completed and
rankings havebeen establishedhe evaluation of theost proposals will be comparedjainst these rankings to
determine the combination most advantageous to the Governamehaward(s) will be made othat basis. Cost
(price) will not be scored. Appropriate use will be made of figlding reportsand auditsproject officer’'s stimate,
and Government-developed Independent Cost Analysis or Most Probable Cost estimates, as apjjécaptde Cost
will be considered, if appropriate.

(c) Presenting the Evaluation Results:

(1) Based upothe collective evaluationghe technical tearand SSET chairperson will determine finablors for
each offeror, by item, to determitiee ranking of th@roposals. Theolor coding methodnd criteria arelefined as
follows:

[Insert verbatim color definitions from AFFARS Appendi BB

As a general guide, aofferor's proposal may be considered @&imination from thecompetitiverange if, in the
opinion of the SSET chairperson, the propakessnot propose an operationally or technically suitable concept or has
deficiencies so severe as to preclude resolution in time to be of service to the Government.

(2) The PCO will make a competitive range determination subject to approval by the SSA.

(3) The technical team will prepare briefing chdis presentinghe proposatankings to theSSA. A briefing
chart matrix (see sample attached) be used to summarize each proposal by item udiegAFFARS Appendix BB
color coding scheme. Narrative charts describing strengths/weaknesses for each proposal will be prepared using guid
and examples provided by the SSO.

(d) Discussions/Negotiations:

(1) Discussions will be held with each offeror determined to be within the competitive range. Discussions will begi
with eachofferor making oral presentations at the contractifice. Discussions will include answering clarification
requestand éficiency reports. Athe presentation thefferor will review any changes frothe offeror’s first proposal,
as well as additional information which the offefeels ispertinent. Thefferor will have onénourfor the presentation.

The technical team membeasd therecorder will take notesluring this presentation. At theonclusion of this
presentation, the technical team membersaailicus to develop questions basedhenpresentation. The meetiwgl
thenresume with a questioand answer session. Again, technical team members will take notes on any information
which mayaffecttheir evaluation. The presentaticaenrsdsubsequent interchange will be evaluatedhieytechnical team

and thePCO. This new informatiormay affecthe final assessment of eauffieror's proposal. Any deficiencies
identified at this time will be presented to the offeror by the PCO in the contract discussion period following this session

(2) Immediately followingthe oral presentatiorenddiscussionsthe contract team will hold a contraliscussion
period with theofferors. Discussions will include proposed additions and/or except&es to contract terms and
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conditions, costrea including rates/factors, subcontremsts,and any new deficiencies/clarifications generated by the
oral presentations. The offerors will resolve these issues with their best and final offers.

(e) Best and Final Offer (BAFO):

Following discussionghe PCO will issue a letter requestiB§FOs fromthe offerors remaining in thecompetitive
range.

(H Final Evaluation and Decision:

When theBAFOs arereceivedthe technical tearand thecontract team will evaluate theamdrevisethe ompetitive
range briefing charts tshowfinal evaluation including those changes resulting from the oral discussions.ompetitive
range charts will beevised bylining out weaknesses correcteding the asterisks to indicate those strengths and
weaknesses added, and using an overlay with arrows (up or down) to indicate how a color changed.

The revised briefingcharts will bebriefed tothe SSA atthe decision briefing. Th8SA will make a decision on the
source(s) to be selected.

The final function of SSET will generatel@ssons learned report to be presentethécSSOand aProposal Analysis
Report to be presented to the SSA.

Prior to making or announcing any awards of contractS8A will briefthe commander of th8SA’s decision. After
all matters areompletethe SSA will authorize execution tfie successful offeror€ontract, announcement of award, and
contract distribution. The contractview committee will interfacevith the Office of Information and theOffice of
Legislative Liaison to ensure the notification of award to Congressional interests and the news media occuosshultane

Upon receipt of a written request for a debriefing from an unsuccessful otfeeo?CO will make theecessary
arrangements. The debriefing will be conducted bystBA or the designeelhe successful offeror will be debriefed at the
postaward orientation conference.

6. EVALUATION CRITERIA/STANDARDS

(a) Structure of Proposals:

The proposals which are to be evaluated Hmen organizethto aspecific number of volumesnd arespecified in the
PPIs in Section L of the RFP. They are also stagbalv: fnsert Section L, Proposal Preparation Instructions (PPIs), from
the RFP. NOTE: This section must be the same as the one in tHe RFP.

(b) Evaluation Criteria:

Section M of theRFP provideshe criteriafor each othe areas, itemsndfactors to be evaluatedThe criteria are as
follows:

[Insert Section M, Evaluation Criteria, from the RFP. Note: This section must be the same as the one in the SSP and the
RFP]

(c) Evaluation Standards:

Standardgor evaluating proposals have been establishéldedowest level of subdivision of specific evaluationiteria.
They indicatethe minimum performance eompliance acceptable to enable an offeror to nieetrequirements of the
solicitation. The following standards shall be used in evaluating proposals:

[Insert the standards developed by the project office. Standards may be quantitative or qualitative. Use format in At-
tachment BB-§.

7. BRIEFINGS/REPORTS/DECISION DOCUMENT
(a) Briefings:
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(1) RFEP Release Briefing:

The SSET chairpersoand thePCO are responsible for presentindpe RFP release briefing the entiresource
selection board on the technieald contractingspects ofhe acquisition. The purposetbfs briefing is to obtain the
SSA'’s approval of the source list and approval to release the RFP.

(2) Orientation Briefing:

Approximately oneveek beforgroposals areeceivedthe SSET chairperson project officerand therecorder will
brief the entiresource selection board on administratared technicatluties, proceduregnd othedetails about the
source selection process for this effort.

(3) Competitive Range Briefing:

This briefing is afollow-on of the RFP releaseriefing. Followingthe evaluations by team members, the technical
team chief will briefthe SSET chairpersand thePCO on the results of those evaluations. The PCO will make the
competitive range determination subject to the approval of the SSA. The SSET chaiapersoePCO will present the
competitiverangebriefing to theSSA and the entirsource selection boardThe briefingprovidesthe SSA with the
information necessary to make the final decision on which offerorsemilain in thecompetitiverange. It presengach
offerors proposed technical and management approach to the acqaisdi@flectsthe evaluatiortolor-coded scores as
well as the proposal strengths and weaknesses.

(4)  Decision Briefing:

This briefing is the same as tlsempetitiverange briefing,exceptthis briefingreflectsthe final evaluation. The
competitiverange charts will benodified to show results of discussioasd BAFOs. The SSA makeshe source
selection decision based on the total assessment of all elements bearing on this competition.

(b) Reports:
(1) Proposal Analysis Report (PAR):

The SSET chairperson will prepard?AR summarizing the strengthseaknessesind risks okach proposand the
evaluation results of the proposals as originally submittededisasthe results of any clarifications/deficienci@\FOs,
final negotiationsand proposal revisions measured from the original baseliftés summary will be presented to the
SSA for the final source selection decision.

(2) Lessons Learned:

In orderthat planning anghroceduresan continually be improved, it is incumbent on participants to protdems
which have been encounteredd tosuggest, if possible, corrective measures. These contribationsategorized as
“lessons learned.” Problems should be recorded immediately and turned over to the recorder for compilation. Postpon
this task until the evaluation is complete results miamum number beingecorded. After determination sficcessful
proposals, the SSET will prepare a lessons learned report. The report will be ajppdsigthed by the SSET chairper-
son and provided to the SSO.

(c) Decision Document:

Following the source selection decision bye SSA, the SSET chairpersand thePCO will prepare, fothe SSA’s
signature, the Soce Selection Decision Documenthe decision document shdkscribethe basidor the decision in
terms of beneficial value tihe Governmengspecially when award is to be made to an offertir otherthan thelowest
cost orprice.

8. TECHNICAL AND MANAGEMENT SUMMARY CHART

[Insert chart formats to be used in competitive range and decision determirjations.
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ATTACHMENT BB-6 EXAMPLES OF EVALUATION STANDARDS

EXAMPLES OF QUANTITATIVE STANDARDS

NOTE: A quantitative standard relates to terms of quantity or a measurement of quantity. For example, a quantitative
standard would be involved in an acquisition for services or equipment. The service or item would fail, meet, or exceed the
standard.
1) AREA: TECHNICAL

FACTOR: MISSION SUPPORT

SUBFACTOR: VEHICLE MAINTENANCE

ELEMENT: VEHICLE AVAILABILITY

DESCRIPTION:

This element islefined by the contractor by proposingehicle availabilityrate thatsupports the\ir Force
base transportation maintenance mission.

STANDARD:

The proposed availabilityate meets thetandard ofipsert standard rafeas contained in SOWaragraph
[insert paragraph numbégr

(2) AREA: TECHNICAL
FACTOR: COMPUTER CAPABILITY
SUBFACTOR: MODEMS
ELEMENT: TRANSMISSION SPEED
DESCRIPTION:

This element idefined as the data transmissispeed required to operate in an efficiemanner, for
example, a speed of at least 2400 baud.

STANDARD:

The standard is met when theodem operates at a speed of at least 2400 baud, in accordance with SOW
paragraphipsert paragraph numbgr
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EXAMPLES OF QUALITATIVE STANDARDS

NOTE: A qualitative standard relates to quality or kind. It does not relate specifically to quantity.

Q) AREA: TECHNICAL

FACTOR: RANGE SUPPORT

SUBFACTOR: GROUND SAFETY

DESCRIPTION:

The proposed groundafety program will be evaluated fomdequacy in meetindir Force installation
ground safety objectivesThe evaluation will consider thepecific tasks, procedurestiteria, andtechniques the
contractor proposes to use in the ground safety program.

STANDARD:

The standard is met when the proposal:

a. Defines the scope of the ground safety effort and supports the stated safety objectives;

b. Defines the qualitative analysis techniques proposed for identifying hazards to the extent required; and

c. Describes procedures by which test plans, procedures, test data, and results will be reviggvegréte
intervals to ensure safety requirements are specified and followed.

2 AREA: TECHNICAL
FACTOR: JANITORIAL SERVICES
SUBFACTOR: QUALITY CONTROL
DESCRIPTION:

The proposed quality control program will be evaluated ddequacy in meetinghe requirements of
AFMAN 64-108, “Service Contracts.”

STANDARD:

The standard is met when the contragiamvides evidence of a documenggtfunctioning quality control
program in accordance with PWS paragraph(sglrt paragraph number(s)

3 AREA: MANAGEMENT
FACTOR: PERSONNEL QUALIFICATIONS
SUBFACTOR: COMPLIANCE WITH STATE LICENSING REQUIREMENTS
DESCRIPTION:

The State requiresehicle operations be licensed taove materials of thistype. The evaluatiorwill
consider the experience and qualifications of the personnel proposed by the offeror to perform this task.
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STANDARD:
The standard is met when tb#eror provides evidencenat theproposed drivers have at least a Class I

driver’s licenseand thregears experience ithis type of effort in accordanagith PWSparagraphipsert paragraph
numbef.

BB-50



AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

ATTACHMENT BB-7 FORMAT FOR PREPARING DEFICIENCY REPORTS OR
CLARIFICATION REQUESTS

DEFICIENCY REPORT NO.

OFFEROR
AREA FACTOR
SUBFACTOR ELEMENT

Nature of Deficiency:

State the nature of the deficiency. Include a reference to the offeror's document, paragraph, and
where the deficiency is located.

Summary of the Effect of the Deficiency:
State how the uncorrected deficiency would affect the program if it were accepted “as is.”

Reference:

Indicate the referencebat adequately substantiateat the data&valuated areeficient. These may
be requirements in the solicitation, statement of work, specifications, etc.

Area Captain Evaluator Area and Factor

NOTE:

When using thisormat for darification requests, substitutelarification request” for‘deficiencyreport”

and in the body of the request provide:

(1) A clear description of the portion of the proposal needing clarification;

(2) An explanation ofhow the proposal is either inadequate for evaluation purposes or contain
contradictory information;

(3) A statement as to whether the clarification is significant or minor; and

(4) An explanation of the potential impacts on evaluation ratings and risk assessments. (See BB-30:
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ATTACHMENT BB-8 SSET PROPOSAL ANALYSIS REPORT

I. INTRODUCTION.
The following shall be included:
(a) The authority for the source selection action;
(b) Data pertaining to the Source Selection Plan, its date of approval, who prepared the plan, etc.;
(c) Basis for award and evaluation criteria;
(d) The composition of the SSET identified by functional specialties and by organization;

(e) Discussion of the requirements in the solicitation, including salient pdtsa listing of theources to whom
the solicitation was provided; and

(f) Identification of the offerors who responded and those included in the competitive range.
[I. DESCRIPTION OF PROPOSALS.

This section shall contain a brief summary description of any significant, unique attributes of the proposal submitted by
each offeror within the competitive range. No judgments or comparisons as to the rpiaidy,or ranking oproposals
will appear in this section. (The description contained in the CBD synopsis is frequently adequate for this section.)

[ll. COMPARATIVE TECHNICAL AND RISK ANALYSIS.

This sectionshall assess specificriteria against the evaluation standaaasiinclude thefollowing: (Briefing charts
may be used in lieu of marrative analysis. If briefing charts are usty should be referenced this section and
attached.)

(&) A comparative analysis of the proposals withindbeapetitiverange. The analysis shadlentify strengths and
weaknesses, risks, and ratings by aasaany significant factors othéhancostthatwere evaluated. For eaahea, a
list of the factors evaluated should be discussed, first individuatigg thercomparatively. The major strengths,
weaknesses, riskand ratings shall becluded for each proposal. Ifsirength, weakness, or risk appears in one
proposal and is noteworthy, the analysis shall address that aspect, or a comparable aspect, of all proposals; and

(b) A discussion of the overall impact of significant risks associated with each proposal wittomihetitiverange
including:

(1) Technical risks inherent in the offeror’s proposal;

(2) Schedule risk aassesse@gainst the technical approach and the prevadicgnomic environment (e.g.,
material shortages);

(3) Confidencehat can belaced in thecost (price) estimate provided by each offéeding into consideration
technical and schedule risk;

(4) The financial risk to each offeror in relation to the type of contract and task involved (inappropriate when SBA
certifies the offeror);

(5) Production risks relating to make-or-buy decisions, anticipated new manufacturing technologies, availability of
production facilities, and overall production competence (if applicable);

(6) Design trade-offs (if applicable) atternate proposals @lowed) proposed hihe offerorsand theirpotential
impact on costs, schedule, technical, and overall risk; and

(7) An assessment of the contractor’s past performance as it relates to proposal and performance risks identified in
the evaluation.
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IV. COMPARATIVE COST ANALYSIS.

The reasonableness, realisamd completeness of each contractoctsst (price) proposal shall bdiscussed. This
section includes dafgertaining tocost (price) analysis, Independent Cost Analysis, estimates related to total cost to the
Government, Most Probable Cogihe impacts of technical uncertainty oost (price),Life Cycle Cost, and other
appropriatecost (price) considerations. A summangck ofcosts frominitial proposal througBBAFO will be provided.
Confidence that can be placed in the cost (price) estimate and financial risks shall also be explained. Hawitfingyg
be used in lieu of a narrative analysis. If briefing charts are used, they should be referenced here and attached.

V. GENERAL CONSIDERATIONS.

(a) Contractual considerationsDiscuss significant contractualrangements with eadfferor in the competitive
range and any significant difference between offerors. If applicable, discuss unusual special provisions or arrangeme
that individual contractors need as part of the overall agreement, such as special GFP, innovative pricing arrangeme
performance incentives, or penalties, etc.

(b) Other evaluated general considerationss specified in Section M of the RFP.

SIGNATURE PAGE.

A page bearing the signature of the SSET chairperson, the technical teamdeddbe contradeam leader or others
if required by MAJCOM procedures.
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ATTACHMENT BB-9 EXAMPLE OF FORMAT FOR SOURCE SELECTION DECISION
DOCUMENT

SOURCE SELECTION DECISION

FOR THE [nsert name of effoft
RFP No.

Pursuant t)AFFARS Appendix BBand as th&ource Selection Authority fahis acquisition, | have determined the
[insert name of effgftproposed byifsert siccessful offerdrprovidesthe best overall value to satis&ir Force needs.
This selection was made based upmiteria established in Section M of tlgequest for Proposal (RFP), “Evaluation
Factors for Award,”and my integratedssessment of the proposals submitted in response ®RFRgthe terms and
conditions agreed upon during negotiatioasid thecapability of [nsert successful offerprto fulfill the subject
requirement.

The six evaluation criteria against which the poterd@irces were measured, in order of importance, wereodd
Preparation; (2) Sanitation; (3) Accounting System; (4) Facility Maintenance; (5) Management; and (6) Past Performance.

While all proposals in the competitive range for timsdrt name of effofieffort are adequate when measured against the
abovecriteria, the insert successful offerps proposal clearly providase best food services effort terms offood prepa-
ration andfacilities maintenanceffectivenesandefficiency. [nsert successful offerps proposal is superior in terms of
food service effectiveness, jpart,because ats excellenfood preparation plan. Ifisert successful offerps proposal dis-
played outstanding consideration for facilihaintenance by providing a proven intergrd exterior facility maintenance
plan. [nsert successful offerbhas an excellent track record on similar food service efforts of the same magnitude.

Although the price analysis ofngert successful offerps effort indicatesthat it is not thdowest evaluategrice, it is
only [insert numbdrpercent morehan thelowest evaluategrice. It is myview that the smalbifference in total price is
more than offset by the superior characteristicsnsie]rt successful offerps proposal. [f there is a large price difference,
describe in detail why the additional technical quality is wahth price differentia]. [If life cycle cost is evaluatedhsert
in this paragrapH.

In summary, based on my assessmeralqfroposals in accordance with thgecified evaluatiowriteria, it is my deci-
sion that [nsert successful offer proposal offers the best overall value.

[Insert Source Selection Authority signature and signature plock

FOR OFFICIAL USE ONLY

NOTE:

(1) Each decision document must be written to describe the specific rationale for the source selected.

(2) Ensure that the decision document adequately addresses the impact of the past performance assessment.
3) This document will likely be released to the public after award.
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ATTACHMENT BB-10 SOURCE SELECTION INFORMATION BRIEFING CERTIFICATE AND
DEBRIEFING CERTIFICATE

Source Selection Information Briefing Certificate

Name: Grade: Job Title:

Organization: Source Selection: Date:
Briefing Acknowledgment

1. I acknowledge | have been assignethésource selection indicatedbove. | anawarethat unauthorizedisclosure o
source selection or proprietary information could dantageintegrity of this procuremeand that the transmissionjor
revelation of such information to unauthorized persons csuligect me to prosecutiamder the Procurement Integrty
Laws or under other applicable laws.

2. | do solemnly swear or affirtiat | will not divulge, publish, or reveal by word, conduct, or any other means
information or knowledge, except as necessary to do sbeinperformance of mgfficial duties related tdhis sourcq
selectionand inaccordance with thlaws ofthe United States, unlespecifically authorized imvriting in eachandevery)
case by a dulputhorized representative of the United States Government. | talabligiation freely, without anynental
reservation or purpose of evasion and in the absence of duress.

3. | acknowledgehat the information keceive will be given only to persons specificahlantedaccess tdhe sourcq
selection informationand may not be further divulged withowpecific prior written approval from an authoriz
individual.

U

such

4. If, at any time during the source selection process, my participation might result in a real, apparent, possible, qr poten

conflict of interest, | will immediately report the circumstances to the Source Selection Authority.
5. All personnel are requested to check the applicable block:

[1 ! have submitted a current SF Form 48@gcutiveBranch Personnel Confidential Finandidkclosure Repor
or SF 278, Executive Personnel Financial Disclosure Report, as required by DODD 5500.7.

[1 1 will submit a SF Form 450 or SF 278 to tB&SEB chairpersowithin ten work days fromthe date of thi
certification.

UvJ

[1 !am not required to submit a SF Form 450 or SF 278.

SIGNATURE: DATE:

Debriefing Certificate

| have been debriefed orally by as to my obligation &dl pnébectation td
which | havehadaccessluring thissource selection. | no longer have amgterial pertinent to thisource selection in nfy
possession exceptaterial that lhave been authorized imriting to retain by theSsSA. | will not discuss, communicale,
transmit, orrelease any information orally, in writing, or by any other means to anyondhaftetate unlesspecifically|
authorized to do so by a duly authorized representative of the United States Government.

Signature of Person Debriefed Date of Debriefing

Signature of Debriefer Date of Debriefing

BB-55



AIR FORCE FAR SUPPLEMENT

APPENDIX BB—SOURCE SELECTION PROCEDURES FOR OTHER THAN MAJOR ACQUISITIONS

ATTACHMENT BB-11 FORMAT FOR SOURCE SELECTION INFORMATION COVER SHEET

See next page.
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